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This project presents a proposed policy handbook to
the board of directors of the Union Gap School District
which will replace the present outdated handbook.

Prior to

writing the new policies, a review was made of educational
literature on policy development, the Union Gap School District's board minutes, and surrounding school districts
policy handbooks.

The policies from the surrounding school

districts were catagorized according to subject matter, and,
utilizing these policies along with a close communication
with the school board and the superintendent, new policies
were developed that would meet the unique needs of the
Union Gap School District.
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Chapter 1
INTRODUCTION
Purpose of the Project
Any well-managed organization needs a set of policies
and regulations which reflect the goals and aspirations of
the organization.

In addition, there is a need to communi-

cate those goals and aspirations to persons concerned.
School districts, then, as community organizations, need a
well-arranged, carefully prepared policy handbook.
The purpose of this project was to develop a policy
handbook for the Union Gap School District that would provide to the school administration and to the community
policies that reflect the goals and aspirations of the
community.

These policies were developed to provide direc-

tion as well as restraints in the handling of the school
program.
A comprehensive policy handbook ultimately affects
all employees and students in the district.

The policy

handbook is a guide for the development of the district's
rules and regulations.

The rules and regulations, in turn,

determine the content of the teacher's handbook, handbook
for classified personnel, and the student handbook.
1
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Therefore, not onl.y will the policy handbook enable the
school administration to develop effective rules and regulations, but the handbook will enable both students and staff
to better understand their duties, responsibilities and
privileges.
This researcher has found, after several years of
teaching experience, that the meaningful written statement
of school policy, made available to all school employees,
will contribute in attaining a higher degree of efficiency
in the modern school system.

In addition, if society is to

expect students to function as responsible citizens, students must be informed as to what is expected of them.
Goldhammer (1964:53) remarks that:
Writers in the field of educational administration appear to be practically unanimous in agreeing
that written school board policies are essential to
define the respective levels of responsibility between the school board and the superintendent as
well as the operating rules which serve as guides
to the conduct of other personnel within the organization.
Background for the Project
The town of Union Gap is located in Yakima County in
the south central region of the State of Washington.

Both

the town and the school district border the southern edge of
the city of Yakima, Washington.

The town is located in a

gap in the hills between two major agricultural valleysthus, the name Union Gap.
The Union Gap School District is one of the oldest
school districts in the State of Washington.

When the
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district was organized in 1868, the present Yakima School
District and the West Valley School District would have been
a part of the Union Gap School District.

The community is

proud of the school district's tradition and wholeheartedly
supports the schools.

On

several occasions, the suggestion

has been made to the school board that it would be both
fiscally and educationally advisable to join the Yakima
School District.

Each time the suggestion has appeared on

the school board agenda, the community has attended the meeting "in mass" to offer a resounding "no" to that suggestion.
At present, the school district comprises less than
four square miles.

Fewer than 500 students attend classes

in kindergarten and grades one through nine.

Upon gradua-

tion from the ninth grade, students attend either Davis High
School or Eisenhower High School in the Yakima School District.

The majority of the students are transient and from

a low socio-economic group; yet, because of the industrial
and business base, the assessed valuation of the school district exceeds $50,000,000.
Since Union Gap students attend the Yakima School
District's high schools in grades ten through twelve, the
Union Gap School Board of Directors has attempted to adopt
policies compatible with the Yakima School District•s policies.

By adopting similar policies, an easy transition can

be made by students between school districts.
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Importance of the Project
In 1975, as a result of a change in administration,
a concerted effort was made by the school board and the
superintendent to revise the policy handbook.

Prior to 1975

the Union Gap School Board of Directors were using a policy
handbook adopted in 1961.

This handbook contained no major

revisions since the date of its adoption.
Unfortunately, in an effort to revise the outdated
handbook, many policies were added to the handbook that conflicted with previous policies.

No effort was made to

remove any of the previous policies.

Often, new policies

were added to the back of the handbook.

This arrangement

of the handbook made locating a particular policy both difficult and time consuming.

In some cases, the policy hand-

book was in conflict with the Revised Code of Washington
and/or the Washington Administrative Code.
Procedure Implemented
Recognizing the need for an organized handbook that
would meet the needs of the community, this researcher made
a thorough study of the Union Gap School District's past
policies.

A review of the school board's minutes was made

on all school board meetings dating back to 1965.

Any sig-

nificant concerns expressed by the board in the minutes were
recorded on 4 x 6 inch cards.

These reference cards were

later used in the development of the proposed policy handbook.
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In addition, requests for policy handbooks were made
to the Naches School District, Yakima School District, Selah
School District, Wapato School District, and the East Valley
School District.

Policies received from those school dis-

tricts were used as a reference to help develop policies that
would meet the unique needs of the Union Gap School District.
Once the policy handbooks from other school districts were
reviewed, all policies considered relevant to the Union Gap
School District were catalogued according to the following
subjects:
(a)

Operating Procedures and Policies Relating to the
Board of Directors

(b)

Policies Relating to the Administrative Staff

(c)

Policies Relating to the Instructional Staff

{d)

Policies Relating to Non-Instructional Staff

(e)

Policies Relating to the School Buildings and
Grounds

(f)

Policies Relating to Students

(g)

Policies Relating to Instructional Programs

(h)

Miscellaneous Provisions
In the process of developing a policy handbook, some

policies were adopted word-for-word from another school district's handbook.

More often than not, other school dis-

tricts• policies were modified to meet the needs of the
Union Gap School District.

Occasionally, some Union Gap

School District policies were left unchanged.
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In all cases, the developed policy was only a recommendation to the Union Gap School Board of Directors because
it is the exclusive privilege and duty of the board of directors to adopt policy.

Accordingly, McClure (1955:14) states:

From the ideas gleaned from books, consultants,
and other boards, the board can decide how it ought
to operate. Through deliberations over proposed
policies, in conference with superintendents and
others, and by reference to state laws and other
legislative enactments, the board will decide the
proper compromise between the theoretically ideal
and the practical. It will make additions and
changes as it sees fit.
In the process of developing policies to be presented
to the Union Gap School Board of Directors, the following
considerations were taken into account:
(a)

Regularly scheduled meetings were held with the
superintendent to discuss the proposed policies.
Often, the superintendent offered recommendations
concerning the policy development.

(b)

School board members were contacted both individually and collectively on a regular basis.
Considerable input was received from the board
members prior to any policy being presented
formally to the school board.

(c)

Each proposed policy was checked with the Revised
Code of Washington and the Washington Administrative Code to insure that the policy complied with
Washington State Statute.

This procedure often

required the assistance of the deputy prosecuting attorney of Yakima County.
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{d)

Consideration was given to the school district's
Collective Bargaining Agreement between the
Union Gap Educational Association and the Union
Gap School Board of Directors.

Since the dis-

trict's collective bargaining agreement supersedes
board policy, all provisions contained in the
collective bargaining agreement were deleted
from the proposed board policy handbook.
(e)

Along with the policy recommendation, the school
board had at their disposal the surrounding districts• policies as well as the model policy
handbook from the Washington Association of
School Directors.

On

a number of occasions,

the school board chose to modify the proposed
policy before adoption.
Presentation of Other Pertinent Data
Chapter 2 presents a review of literature that will
show the need for school policy, the difference between
school policy and rules and regulations, characteristics of
good policy, and the recommended format for a policy handbook.
Chapter 3 presents a written description of the
proposed Union Gap School District Policy Handbook.
Chapter 4 presents the summary, conclusions, and
recommendations.
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The appendix consists of the complete Union Gap
School District Policy Handbook.

Chapter 2

REVIEW OF LITERATURE
The Need for Written School Policy
Research studies confirm that boards of education
function more efficiently when they have a written policy.
Willis (1960:6) offers the following:
Using 32 criteria, based on the critical requirements for effective board membership developed by
Barnhart, it was found that boards operating from
written policies were significantly more effective
than boards which did not in 15 of the 32 criteria.
Boards without written policies were judged more
effective in none of the criteria.
More specifically, the report shows that members
of boards which developed written policies were
judged superior in the following ways:
1.
2.

3.
4.
5.
6.

7.

They are more likely to adhere to their policymaking and legislative function.
They are more tactful and sympathetic to groups
of teachers or patrons.
They exhibit better understanding of how community groups think and act.
They are more likely to resist pressure groups
which are not primarily interested in the good
of the school system.
They are more willing to spend time outside of
the community in promoting the welfare of public
schools.
They are more willing to devote time to promoting
the welfare of the schools within the community.
They are more willing to speak to community groups
for the purpose of interpreting school needs.
9
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8.
9.
10.
11.
12.
13.
14.
15.

They feel greater responsibility for improving
education throughout the state.
They more generally display both tact and firmness.
They are better able to sense and identify
problems of the school and to assist in determining workable solutions.
They make a greater effort to understand their
own functions, duties, and responsibilities.
They are more likely to accept criticism without
offense.
They appear to be better infonned concerning the
cultural, human, and financial resources of the
community.
They are more vigorous in seeking financial
support for schools.
They have a better understanding of the purposes
and objectives of modern schools.
Without written policies, considerable time would be

wasted in repetitious considerations of problems which are
basically the same in nature.

Furthermore, without a

written policy as a reference, the board of education may
reverse previous decisions as a result of pressures or
circumstances.
Without written policy, decisions could be affected
by expediency rather than on the basis of reason and considered judgment.

School board decisions without written

policy will ultimately lead to unfairness.

Eventually, no

one will have the security of knowing what to expect on a
day-to-day basis.
If policies are written down and available for easy
reference, many time-consuming decisions and sharp differences of opinion can be avoided.
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Above all, it is the responsibility of the school
board to establish policy.

Most educators and laymen agree

that the board of education should set policy and that it is
the responsibility of the school administration to execute
that policy.

Willis (1960:6) also agrees by remarking as

follows:
By virtue of the powers with which it is vested, the
school board is the final authority in setting a
policy. A board is functioning within its recognized
sphere of activity when it approves the rules and
regulations that are consistent with its policies.
But it can quickly find itself in a position of
meddling and interfering if it attempts to deal with
details that are part of the administrative operation
of the schools. Execution of policy through the
detailed steps and procedures of school administration is the job of the school superintendent.
The school board is an agency directly responsible to
the people of the community, and as such, it is presumed that
the board will establish goals that reflect the will of the
community.

McClure (1955:6) states:

When applied, school board policies become statements which set forth the purposes and prescribes in
general terms the organization and program of a school
system. They create a framework within which the
superintendent and his staff can discharge their
assigned duties with positive direction. They tell
what is wanted. They may also indicate why and how
much.
Written board policy offers many advantages to a
school district.

The following list by Wilson (1968:14) is

just a few of those advantages:
(a)
(b)
(c)

Maintain consistent decision-making procedures.
Orientate new board members to established procedures.
Improve staff morale.
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(d)
(e)

Provide a guide for the school board's evaluative process.
Consistently deal with recurring problems.
Policies developed by the school board tend to chart

a "general" course of action.
wanted by the school board.

Often, policies tell what is
Policies should be broad enough

to convey a general line of action that will offer direction
to the superintendent.

At the same time, the policy needs

to be narrow enough to offer the superintendent clear guidance.
The Difference between Rules
and negulations and Policy
It is not unusual, in fact it is advisable, for a
school district to maintain both a school board policy handbook and a rules and regulations handbook.

Rules and regula-

tions are detailed specific instructions on how the school
board policies should be carried out.

Rules and regulations

are usually a procedure developed by the administration
which consists of a series of steps which give detailed
directions for implementing school board policy.

These

steps usually tell how, by whom, when, and where things are
to be done.

Accordingly, McClure (1955:6) states:

There is a growing acceptance of the view that
policies should not deal with the detailed descriptions of the ways in which the purposes and objectives are to be accomplished. These specific
directions, telling, by whom, where and when things
are to be done, are coming to be labeled as rules
and regulations. They apply policy to practice.
It is possible, even likely, that several rules or
regulations will deal with the application of a
stated policy.
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This distinction between policy and rules and
regulations does not imply that policy should deal
only with abstract expressions of theory and philosophy. Policies must not become lofty pronouncements
of high sounding purposes in no wise connected with
actual practice. At the same time they must not
become hopelessly involved in a great mass of
detailed directions and instructions.
Sometimes it is difficult to differentiate what should
be policy and what should be rules and regulations.

In some

cases, there may be an overlapping of the two handbooks.
Perhaps one of the best ways to differentiate between policy
and rules and regulations would be to use the following
definition as purported by Wilson (1968:19):
A policy is a destination; a procedure is the road
map for getting there. Thus, a policy statement does
not deal with the mechanics for achieving the objective. That is a technical determination which only
the professional educator can make.
Therein lies the distinction between a policy and
an administrative procedure, between the policy making
function of the board and the executive function of
the superintendent. The board determines what it
wishes the school to accomplish and should stop at
that point. The professional technician picks up
the policy and translates it into working rules,
regulations, procedures, and practices for -implementing the policy. And therein lies the magnificent
beauty of the American public school plan when it
functions as intended, giving the much needed balance
between the citizen and the educator.
Characteristics of Good School Policy
Ideally, preparation of a written statement of policy
is an activity which should involve all those affected by the
policy.

Practically, the policy development should include

as many persons and groups as can make a workable contribution to the shaping of policy.

But, care must be taken not

to overinvolve people and groups and thus significantly slow
down the policy development process.

Thomas (1951:137)

stated that:
In the formal sense, also, the development and
execution of policy lie with administration, conceived of as leadership, and with the teaching and
other personnel of the school system. In this
development the lay people of communities have a
real place as education citizens-as the civic,
though unpaid personnel-in partnership with the
employed personnel of school systems. The developmental phase of the policy process is fundamental
and upon the goodness of the work done in this phase
depends the wisdom of enactment, as well as to a
large extent the effectiveness of execution. If
development bas been thorough and deliberative,
the enactment phase can safely be brief.
Each school district develops policies that vary
according to such variables as district size, community
interest and need, student socio-economic backgrounds, etc.
According to Rand (1953:22), there are common characteristics
of good school board policy regardless of the district.
The desired qualities of a proper policy statement, or collection of policies, may be summarized
as follows:
Is a brief, general statement of board's belief about
a matter.
Represents the communities' aspirations for its
educational institutions to the best of the board's
ability to understand those desires.
Is philosophically based, establishing goals.
Tells what is wanted from the schools and why it is
wanted.
Constitutes clear basis for development of implementing rules, regulations, procedures, and common
practices within the organization and for decisionmaking.
Provides positive direction to the superintendent and
staff in the expenditures of their efforts but does
not prescribe the methods for arriving there.
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Permits interpretation by the superintendent to adjust
for changing conditions but allows the policy to remain
fairly constant.
Clarifies the citizen's role in management of the
public schools by going no further than stating
their aspirations and goals, thereby implying that
the technical decisions in school management will be
made by the appointed educators.
Provide a yardstick, in terms of goals, for evaluating the superintendent•s performance.
Often policy must stand up to criticism from special
interest groups.

Sometimes a district policy may be ques-

tioned in a court of law.

It is for this reason that it is

necessary to follow an accepted procedure when developing
policy.
1.

2.

3.
4.
5.
6.
7.

Rand (1953:32) makes the following observations:
Determine the board members• basic philosophic
beliefs about educational matters and school
management. (Through discussion or survey questionnaires.) This should involve citizens.
Translate beliefs into formal policy statements.
(One person, preferably the superintendent.)
Analyze and discuss statements to refine into
acceptable wording.
Adopt policies officially.
Develop implementing procedures and regulations.
(Superintendent, with staff involvement.)
Approve procedures and regulations.
Publish and distribute policies and procedures.
Policy Handbook Format
A good policy is of little value if it cannot be

located when needed.

Written policies need to be arranged

in such a way as to make them easy to locate.
Policies arranged in a random, alphabetical, or
chronological order are often difficult to locate.

Some
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school districts find it convenient to place new policies at
the end of the policy handbook.

This practice makes locat-

ing a particular policy inconvenient and time-conswning.
Policies need to be grouped according to broad subject areas.
reference.

Each policy should be numerically coded for easy
The reference code should be flexible enough to

accommodate the addition of new policies.
A policy handbook should be carefully organized and
clearly written so that policies are easy to read and understand.

The handbook should be arranged so that anyone seek-

ing information can quickly find the specific section that
applies to his interest.

Willis (1960:23-24) offers the

following suggestions to help make a policy handbook more
useful:

A.

B.

c.
D.

Bind in loose-leaf form.
First recommendation-ringed notebook
Second recommendation-pronged metal fasteners
Third recommendation-plastic binders
Reproduction should be bl mimeo~rathed or other
duplicating process reanily availa le to all
schools. These methods are inexpensive but
satisfactory and facilitate the making of
changes as opposed to the difficulty of
revising a printed manual.
Include a table of contents. Arrange topics
according to major subject areas. List subtopics within each section in logical sequence
for ease in locating particular items.
Use of index tabs is encourard to facilitate
identifying each seciion of he manual. Many
manuals use a different color for each tab.
Some also use the tab color for the pages in
the section itself, making the identification
of the entire section easy.
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E.

F.

G.
H.

I.

J.

List sub-topics for each section under index
tab, including items which are tentative.
Tentative items can be listed only if an
outline, such as that provided in the Reference
Manual on Written School Board Policies and this
book, is adopted as pa:?t of a !ong-term plan for
policy development. These tentative items serve
as a guide in placing new items in the manual,
call attention to areas where written policies
may be desirable or needed.
Use headings at top of eve~page giving the
section num75er, general heang, sub-heading,
and indicating if continued. This i s ~
important! Makes items much easier toiind!
Example: SECTION SCHOOL ORGANIZATION
(Continued)
Include the name of school district name of
city and state, and date of publicaiion.
Select a numerical system for identifying the
contents of the manual which permits flexibility
in changing the manual contents. The following
example, extracted from section six of the
Boulder County, Colorado, Written Board Policies,
illustrates an orderly system:
6.1 Employment
6.1.l Recruitment
6.1.2 Qualifications
6.1.3 Selection and Appointment
6.1.4 Outside Employment
6.1.5 Assignment
6.1.6 Transfer
6.1.7 Probation and Evaluation
6.1.8 Automatic Re-Employment
6.1.9 Tenure Provisions
6.1.10 Breach of Contract
Show date of tolicy adoption following each policy
statement. I the manual has not been developed
recently, a systematic review should be inaugurated. Include dates of policy amendments.
Include provisions and dates for regular review.
Give date of rule approval and of amendment.

Chapter 3
DESCRIPTION OF THE UNION GAP SCHOOL
DISTRICT POLICY HANDBOOK
The proposed school board policy handbook has been
compiled in a loose-leaf notebook to allow for the convenient
addition and deletion of school board policies.

The title,

"The Union Gap School District Policy Handbook," and the
district's mailing address appear on the outside cover of
the handbook.

The first page of the handbook is a table of contents
which groups all policies contained in the handbook into
eight major sections.
1000

The sections are as follows:

Operating Procedure and Policies Relating
to the Board of Directors

2000

Policies Relating to the Administrative Staff

3000

Policies Relating to the Instructional Staff

4000

Policies Relating to the Non-Instruction.al
Staff

5000

Policies Relating to the School Building
and Grounds

6000

Policies Relating to Students

7000

Policies Relating to .Instructional Programs

8000

Miscellaneous Provisions
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In addition to the table of contents, index tabs
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identifying each major section aid the user in locating
policy.

In the upper left-hand corner of each page, the

number and title of the major section is recorded.

All poli-

cies within the handbook are assigned a unique number which
is placed to the immediate left of the policy title.

The

policy title is underlined and is located two spaces above
the policy statement.
In most cases, each major section contains a statement of philosophy or declaration of principle.

The state-

ment is assigned a policy number and is always located at the
beginning of the major section.

Policies not confined to one

page have the policy number and title repeated on the following page with the word "continued" following the policy title.
A space is provided after each policy statement to record the
policy adoption date.
Each policy contained in the handbook is preceded
with a four digit number.

The first digit identifies the

policy with one of the eight major sections of the handbook.
The second digit identifies all related policies within the
major section.

The remaining two digits provide a means of

assigning a unique number to each policy.

For example, a

policy relating to compulsory student attendance and a policy
relating to student entrance age requirements would have
similar first two ,digits of 62.

The 6 represents the major

section 6000, "Policies Relating to Students" and the 2
represents policies within the major section relating to
attendance.

Chapter 4
SUI\111\/IARY, CONCLUSIONS, AND RECOMMENDATIONS

The Union Gap School District is a small district
both in physical size and student population.

A large per-

centage of the students are transient and from a low socioeconomic group.

The district is a non-high district and

students must make the transition to attending the Yakima
School District in grades ten through twelve.

Because of the

district's unique circumstances, the project of developing a
policy handbook that would reflect the goals and aspirations
of the community was selected.
Written board policies are of fundamental importance
regardless of the district's size.

School board policy is

an essential ingredient in school management.

A good policy

offers clear direction to administrators in the development
of district rules and regulations.

Effective policy provides

a framework within which the administration can democratically
operate with freedom and initiative.
Research confirms that school boards using written
policy are significantly more effective than school boards
that do not use written policy.

Without a written policy,

previous board decisions may be reversed as a result of
pressure or circumstances, decisions may be affected by
20
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expediency rather than sound judgment, and inconsistent decisions ultimately lead to unfairness and staff insecurity.
Conversely, written board policy promotes consistent decision
making procedures, provides orientation material for new
board members, improves staff morale, and provides a means of
consistently dealing with recurring problems.
An effective policy handbook requires two essential
ingredients:

(1) well written policies and (2) a well

organized format.

The policy should be brief and represent

the community's aspirations.

It should be philosophically

based and explicit in direction.

The policy must be flexible

enough to allow for changing conditions but firm to the point
of providing a clear basis for developing needed rules and
regulations.
A policy handbook is of little value if the user
cannot locate the needed policies.

The proper format of the

policy handbook cannot be over-emphasized.

A loose-leaf

notebook will make policy additions and deletions convenient.
A table of contents arranging policies in a logical sequence,
index tabs identifying the major sections of the handbook,
and major section titles at the top of each page will aid
the user in locating policies.

A policy numbering system

should be selected that will provide a logical sequence to
the user and, at the same time, offer flexibility in policy
deletions and additions.
The development of the Union Gap School District's
proposed policy handbook followed a planned series of events.
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Numerous books, periodicals, and educational magazines were
reviewed.

The recommendations and directions obtained from

the educational literature were extremely beneficial in the
development of the handbook.

Policy handbooks from surround-

ing school districts were reviewed and the policies from these
handbooks were catalogued according to subject matter.

This

compilation of similar policies provided the greatest source
of direction in the development of the handbook.

Using these

policies as a data base, new policies were formulated that
met the unique needs of the Union Gap School District.
Policy development was a combination of selecting
another district's policy, revising another district's
policy, and developing policy without a data base from other
districts.

In all cases, the process involved close communi-

cations with the school board, superintendent, and, to some
degree, the Union Gap Educational Association.
The net result is a handbook that meets the needs of
the Union Gap School District.

Those who participated in the

development of the policy handbook would be the first to
acknowledge that neither the handbook nor the procedure used
is perfect.

The policies contained in the handbook are not

the perfect solution to every situation.

The handbook was

not intended to be an end-product but, rather, a beginning.
The handbook provides the needed foundation for on-going
policy development.
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As times change, laws become obsolete, and wisdom
accumulates, revision becomes necessary to school board
policy.

To maintain an effective and relevant handbook, the

policies contained in the handbook should be reviewed annually.
Policy development should be a result of open discussion,
free exchange of ideas and careful evaluation by all those
affected by the policy.

In this way, the policy will best

represent the goals and aspirations of the community.
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POLICIES RELATING TO THE ]3OARD OF DIRECTORS

School Board Operations

lll0

Official Operation Policies Based on a Philosophy
of Education

The Board of Directors of Union Gap School District No. 2 believes
that each individual student should be accepted into the education
program as he is, that he should be provided with a stimulating environment and opportunities for learning experiences designed to
promote behavorial changes that will effect continuing satisfactory
adjustments to life.
The Union Gap Board of Directors furth~r believes that the educational opportunities offered by the Union Gap schools can only be
effective when the complete cooperation of student and parent is
realized. ·
In the practical application of this philosophy the Union Gap
schools shall provide opportunities for each individual student
within the limits of his capacity and within the limits of the
financial capacities of the district to: (1) Develop physical,
mental and emotio11al health, (2) Develop moral and ethical values,
(3) Develop skills for effective participation in the democratic
process, (4) Develop the ability to communicate ideas, (5) Develop
knowledge and understanding of his natural environment, (6) Develop
economic competence as a consumer, (7) Develop salable skills in
vocational competence, (8) Develop appreciation of the arts and the
wise use of leisure time, and (9) Develop personal responsibility
for continuous learning and self-improvement.

Approved by the Board:

------------ -----

SECTION

(

1200

1000

POLICIES RELATING TO THE BOARD OF DIRECTORS

School Board Legal Status

1210

1.

Authority

School District Created by the Legislature
The local school districts are created by the Legislature to execute
the educational policy as defined in the constitution and by state
laws passed by suceeding legislative sessions. As a result, the
service of public education is a state-governmental function . The
Constitution of Washington makes the legislature responsible by
stating:

2.

Section 1:

It is the paramount duty of the State to make
ample provisions for the education of all children
residing within its borders, without distinction
or preference on account of race, color, caste, or
sex.

Section 2:

The Legislature shall provide for a general and
uniform system of public schools. The public
school system shall include common schools and
such high schools, normal schools and technical
schools as may hereafter be established.

Section 3:

All schools maintained or supported wholly or in
part by the public funds shall be forever free
from sectarian control or influence.
(Constitution,
Article 9)

School District a Corporate Body
A school district is the territory under the jurisdiction of a
single governing board which is designated as the board of directors. A school district constitutes a body corporate which
possesses all the usual powers of a corporation for public purposes, and in that name may sue and be sued, purchase, hold and
sell personal property and real estate, and enter into such obligations as are authorized by law. The state has granted to
the people the power to form school districts, elect board of
directors, who under the law are empowered to operate the public
schools.

3.

Type of School District
School District No. 2 is classified as second class school
district and operated in accordance with the laws, rules and
regulations pertaining to that class of district.

Approved by the Board:

-----------------

SECTION
1200

1000

POLICIES RELATING TO THE BOARD OF DIRECTORS

School Board Legal Status

1220

Puwers and Duties

Duties of the Board:
The Board of Directors exercise full legislative authority and
control over the schools in accordance with the laws of the State,
the regulations established herein, and the expressed will of the
electorate, with executive, administrative, supervisory, and instructional authority delegated to the Superiritendent of Schools
and the personnel under his direction.
Select the Superintendent of Schools to manage the policies of
the Board and to serve as its executive officer.
Evaluate and appraise the services of the Superintendent and the
general condition of the schools.
To provide and maintain the physical plant and equipment.
Prepare the annual budget and provide monies to operate the school
system.
Present the needs of the school to the community.

Major Functions of the Board:
To establish the educational policies of the School District.
Define administrative responsibility and authority of its chief
executive officer and set up a line staff organization including
duties and responsibilities of administrative and supervisory
officers.
Legislate upon recommendations of the Superintendent regarding:
1.

Matters of policy.

2.

Appointment, transfer and dismissal of all employed school
personnel.

3.

Curriculum practices.

4.

Salary schedules.

5.

All other matters pertaining to the welfare of the school.

Approved by the Board:

-----------------

SECTION

1200

1000

POLICIES RELATING TO THE BOARD OF DIRECTORS

School Board Legal Status

1230

Board Members Legal Status

A person is legally qualified to become a member of the Board who
is a United States citizen, a qualified voter of the district and
can read and write the English language. Employees of the school
district are precluded from serving on the Board of Directors by
reason of statute making it unlawful for a director to receive
compensation of reward for services to the district.

Approved by the Board:

1231

----------------Number of Members

The Board of Directors consists of five members.

Approved by the Board:
1232

----------------Term of Office

The term of office is four years.

Approved by the Board: _ _ _ _ _ _ _ __ _ _ _ _ _ __

1233

Method of Election

The Board of Directors' elections are held on the first Tuesday
after the first Monday in November in the odd numbered years.
Candidates for the office file a declaration of candidacy with
the County Auditor not more than sixty days no less than fortyfive days prior to the date of election.
Each new director must take an oath to support the constitution of
the UnLted States and the State of Washington and to promote the
interest . of education and to faithfully discharge the duties of his
office according to the best of his ability.
A vacaney on the Board may be filled by appointment by the remaining
directors until the next regular election at which time a new director
is eleeted. The appointment is then approved by the Educational Service District.
Approved by the Board: _________________

•

SECTION
1200

1000

POLICIES RELATING TO THE BOARD OF DIRECTORS

School Board Legal Status

1240

Legal Status of Superintendent

The Board shall appoint a qualified Superintendent who is not a
member of the Board for a term of not more than three years which
term shall end on the last day of August.
In the event that any vacancy occurs in the office of the Superintendent, the Board shall promptly fill such vacancy. Such vacancy
may either be filled by appointment of an Acting Superintendent until the first day of July following such an appointment, or may be
filled by appointment of a Superintendent.
The Superintendent shall have charge and control of the public
schools of the district subject to the orders, rules and regulations
of the Board and shall receive for his services such compensation as
the Board shall allow.

Approved by the Board:

- - -- - -- - -- - - - - -- -

SECTION
1300

1000

POLICIES RELATING TO THE BOARD OF DIRECTORS

Organization of the Board
1310

Officers

The officers of the Board of Directors shall consist of the
Chairman and Legislative Representative.
Said officers shall hold office for one year unless sooner
removed or disqualified or until their successors are elected
and qualified.

Approved by the Board:

1320

- - - -- -- - - - -- -- --Method of Election of Officers

Election of officers shall be by nomination and voice vote, unless
a majority of the Board members shall request a vote by ballot. A
majority of the members present shall be required to elect officers.

Approved by the Board: _________________

1330

Board Committees

The Chairman will appoint committees from the Board to make special
studies and recommendations to the entire Board on certain specific
matters. Committees thus appointed will be fact-finding and advisory,
but shall not be legislative or administrative.
The Chairman shall be an ex-officio

Approved by the Board:

member of each committee.

- - - - - -- - - - - -- - - --

SECTION

(

2100

2000

POLICIES RELATING TO ADMINISTRATIVE STAFF

School Administration

2110

Goals and Objectives

The organization
istrative staff,
and judgment, to
toward achieving

plan recognizes that is is the function of the adminthrough its professional experience, knowledge, skill
execute policies determined by the Board of Directors
stated goals and purposes.

Emphasis is placed on instruction and its improvement. Importance of
business and other gene ral administrative functions is not minimized,
but rather an attempt is made to keep them in pr?per prespective as
serving to facilitate the improvement of instruction.
Democracy in administration has been a keynote in this district. With
growth necessitating a more highly organized administrative pattern,
every effort will be made to retain democratic relationships and grass
roots participation as in the past. The degree of success will rest
in large measure upon th e individuals making up the administrative
staff.
Today, there is a growing trend developing, both district initiative
and state law, in giving greater emphasis to complete personnel in·volvement in decision making. This includes participation by all personnel in the development of policy. The Union Gap School District
will not only continue its policy of staff participation and involvement in decision making as in the past, but will implement and expand
its efforts in this direction.
Due consideration will be given to the district organization to
establish a pattern that will serve t6 meet the changing needs of
society.

Approved by the Board:

- - -- -- ----------,---

SECTION

2200
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POLICIES RELATING TO ADMINIS'J'l~ATIVE STAFF

Superintendent of Schools

2210

Qualifications

The Superintendnet of schools shall:
a.

Hold a valid superintendent's certificate from the State
Board of Education, and preferably shall have earned a
master's degree from an approved institution with a major
in education administration.

b.

Have had at least five years experience in the administration of schools.

Approved by the Board:

2220

--------------- -Appointment

The Board of Directors shall appoint the superintendent of schools for
a term of not more than three years.
If at any time, in the opinion
of the majority of the board, the superintendent's services are not
satisfactory, the superintendent shall be notified in writing and shall
be given an opportunity to correct the conditions.
If the conditions
are not corrected, the superintendent shall be given notice in writing
at least three months before the expiration of the contract that the
superintendent's services will not be renewed.

Approved by the Board: _ _ _ _ _ __ _ _ _ __ _ _ _ __

2230

Duties

The Superintendent of schools shall:
a.

Serve as the executive officer of the Board of Directors,
be charged with the responsibility for implementing the policies of the board, prepare the agenda for each meeting, attend all meetings except when the superintendents's contract
is being considered, and participate in all deliberations of
the board when such deliberations do not involve the superintendent's employment.

b.

Administer the schools in conformity with the adopted policies
of the board, the rules and regulations of the State Department
of Education, and in accordance with the state law.

c.

Develop administrative principles for implementing board policies.

SECTION

2000

POLICIES RELATING TO ADMINISTRATIVE STAFJ:I

2230

Duties, continued

d.

Provide, with the staff, continuous appraisal of all policies
originating with the Board of Directors.

e.

Recommend employees for appointments, demotions, transfers, or
dismissal in accordance with policies of the personnel.

f.

Assign instructional and non-instructional personnel.

g,

Prepare and submit to the board for approval the several
courses of study and curriculum to be offered in schools
of the district.

h.

Select and recommend for adoption all text books and instructional materials.
In the preparation of such courses of study
and in the selection of such text books the superintendent shall
have the cooperation of other officers of instruction and of
such special committees of teachers, principals, supervisors
and representatives from student and community groups as the
superintendent may appoint.

i.

Submit to the board of directors and the consitutuents of the
district, according to the statutes of the State of Washington,
an estimate of expenditures and receipts for the ensuing year.

j.

Direct the formulation of and revision of salary schedules within the financial resources of the district and make recommendations
to the board.

k.

Purchase all supplies and materials and approved purchases by the
board, store and distribute the same.

1.

Assume responsibility for insurance programs, methods of handling
money in the individual schools, telephone service, pupil transportation, cafeterias, fire protection and the warehousing and
distribution of supplies.

m.

Approve applications from outside agencies for the use of school
property, supervise such use and collect rentals in accordance
with the established policies of the board of directors.

n.

Prepare a plan for the use, maintenance, rehabilitation and
construction of buildings.

o.

Have general supervision of all the repairs to the buildings
authorized by the board and of the maintenance of land and
buildings of the district.

p.

Be responsible for _the construction and alterations of the
buildings in accordance with the plans and specifications
approved by the b~ard.

q.

Assume such other duties as the board may determine.

Approved by the Board: _ _ _ __ _ _ _ _ _ _ _ _ _ _ __

SECTION
2200

2000

POLICIES RELATING TO ADMINISTRATIVE STAFF

Superintendent of Schools, continued
22"10

Salary

The salary of the Superintendent shall be determined at the time of
issuance of contract.

Approved by the Board: - -- - - - - - -- - - - - - --

SECTION

2300

2000

POLICIES RELATING TO ADMINISTRATIVE STAFF

Assistant Superintendent for Instruction

2310

Qualifications

The Assistant Superintendent shall:
a.

Hold a valid Principal's Certificate from the State Board of
Education and preferably shall have earned a master's degree
from an approved institution with a major in educational administration or curriculum development.

b.

Have had at least three years experience in the administration
of schools.

Approved by the Board:

2320

----------------Appointment

The Board of Directors shall appoint the Assistant Superintendent
of Schools for a term of not more than one year.

Approved by the Board: _______________ __

2330

Duties and Responsibilities

The Assistant Superintendent shall:
a.

Be directly responsible to the superintendent of schools for
all matters pertaining to the instructional programs for children in the Union Gap School District.

b.

Develop a program of recruitment and employment of qualified
certificated personnel.

c.

Develop and execute a program of evaluation of all instructional
personnel.

d.

Develop in-service programs when and in the area where need
becomes evident.

e.

Be responsible for the total instructional program of the school
district.
(1)

Establish and coordinate a comprehensive curriculum
(a)

Academic

(b)

Vocational/Technical

(c)

Special Education

SECTION

2300

POLICIES RELATING TO ADMINISTRATIVE STAFF

2000

Assistant Superintendent for Instruction, continued
2330

Duties and Responsibilities, continued

(2)

Establish priorities for instructional budgeting

(3)

Coordinate the approved budget for instructional programs

(4)

Coordination of guidance programs

(5)

Coordination of information service

f.

Such other responsibilities as shall be designated by the
superintendent.

g.

Assume the role of the superintendent in his absence.

Approved by the Board:

2340

----------------Salary

The salary of the Assistant Superintendent shall be determined by
the Board at the time of issuance of contract.

Approved by the Board:

- - - - - ------------

SECTION
2400

2000

POLICIES RELATING TO ADMINISTRATIVE STAFF

Building Principal - Elementary and Secondary

2410

Qualifications

A building principal shall:
a.

Have the qualifications of a teacher of the state in the
educational area that he or she serves as principal.

b.

Hold a valid principal's certificate from the State Department of Education.

c.

Have had at least five years teaching experience.

Approved by the Board: _ _ _____________ __

2420

Duties

A building principal shall:
a.

Be responsible to the superintendent of schools for all
organization, administration and supervision within his
or her building.

b.

Be responsible for all administrative details relating to the
janitois and their work in the maintenance of the school plant.

c.

Keep the superintendent completely and continuously informed
as to the condition of the school and its activities therein.

d.

Through democratic administration and high professional
standards, work cooperatively with the teaching staff for
the best interests of the children.

e.

Be responsible for the health and welfare of the children and
the teachers.

f.

Be responsible for the assisting in the development of the
several curriculums in planning and adapting the courses of
study that meets the interests of the children.

g.

Be responsible for maintaining good public relations with the
community and for utilizing fully the community resources to
enrich the learning program.

h.

Take an active interest in local, state and national professional
organizations to promote profession~! ~nprovement and render
greater service.

SECTION

2000

POLICIES RELATING TO ADMINISTRATIVE STAFF

2420

Duties, continued

i.

Be responsible for the assignment of the teaching staff within
his or her building and see that each staff member has an equitable amount of class and extra-class work. The principal should
not over-assign a willing t e acher nor under-assign an unwilling
teacher.

j.

Make three writt e n evaluations on all teachers according to the
policies of the district or as directed by the superintendent.

k.

Be responsible for the classification, promotion, or retention
of students within his building according to the policies of
the district.

1.

Constantly appraise and evaluate the instructional program .

m.

Look upon supervision as a cooperative process involving
classroom teachers.

n.

Oversee the attendance, conduct and health of the pupils.

o.

Be responsible for ordering supplies, textbooks, equipment
and all ~aterials necessary to the operation of the schools
through the office of the superintendent.

p.

Be responsible for the following:
(l) fire drills, (2)
school enterprises and ac U .vi ties, (3) parent-teacher
association, (Li) teacher mee tings, (5) school exhibits,
(6) cafeterias and (7) evening school in his or her
building.

q.

Be responsible for organizing the playground, lunchrooms
and noon hour in the best interests of the students.

r.

Be responsible to the superintendent for revised building
inventory annually on May 1st.

s.

Be custodian of all equipment in his or her building. Any
loss by theft or damage shall be reported to the superintendent's office. If it is determined to be a theft, said loss
shall be immediately reported to the police also.

t.

Perform such other duties as may be assigned by the superintendent of schools.

Approved by the Board:

----- ------------

SECTION
2400

2000

POLICIES RELATING TO ADMINISTRATIVE STAFF

Building Principal - Elementary and Secondary
2430

Responsibilities

A building principal shall:
a.

Be the instructional leader of his or her building.

b.

Be directly responsible for implementing in his or her building
district policies and directives adopted by the board of directors
and any rules or regulations set by the-superintendent.

Approved by the Board:

- - - -- -----------

SECTION

3100

3000

POLICIES RELATING TO THE INSTRUCTIONAL STAFF

Goals and Objectives

3110

Affirmative Action Policy

1.

Union Gap School District No. 2 requires that its faculty, administration and staff comply with the spirit of equal opportunity and with the letter of applicable federal and state
statutes and regulations.
Compliance in this sense requires
that these individuals and groups not discriminate in their
personnel practices and that they take affirmative action of
offering opportunities for equal employme~t, job promotions,
soliciting bids for goods and services and other activities,
to all persons regardless of race, color, rel"igion, sex, handicap or national origin and age.
The District will encourage
persons, agencies, vendors and other organizations doing business with the school district to do likewise.

2.

Through this program, District No. 2 seeks positive affirmative
action to help open job and program opportunities for minority
groups, females and other protected groups, prevent discrimination against their members in recruitment and employment and
assure non-discriminatory advancement opportunities and positive
consideration for contract of goods and/or services.
This program is not designed to give preferential employment to members
of the protected classes or to exclude others.

3.

District No. 2 pledges to deal fairly with those affected by this
program and to avoid harrassment or burdensome administrative detail. At the same time, those to whom this program applies may
expect firmness since the District expects full and impartial
implementation.

4.

School District No. 2 officials recognize the necessity of maintaining .close working relationships with people and agencies to
provide equal opportunities and eliminate discrimination in all
associated programs and earnestly solicit full cooperation and
support of staff and the public in this endeavor.

Approved by the Board: _ _ _ _ __ _ _ _ _ _ _ _ _ _ __

SECTION

POLICIES RELATING TO THE INSTRUCTIONAL STAFF

3000

Nondiscrimination

3120

In compliance with Title IX of the Education Amendment of 1972 to the
Civil Rights Act of 1964, the Union Gap School District affirms that
no person shall, on the basis of sex, be excluded from participation
in, be denied the benefits of, or be subjected to discrimination under any education program or activity.
This applies to the right of every student/individual to:
(a)

Access to all courses;

(b)

Counseling;

(c)

Be free of discrimination in policies and programs;

(d)

Equal treatment;

(e)

Participation in interscholastic, intramural and
club athletics;

(f)

Eligibility for financial assistance;

(e)

Employment and all conditions and benefits thereof;

with regard to race, color, religion, sex, age, national origin, marital status or the presence of any sensory, mental or physical handicap
as required by Title IX regulations and Chapter 392.190 WAC.

Approved by the Board:

------------ -----

SECTION
3200

POLICIES RELATING TO THE INSTRUCTIONAL STAFF

3000

Teachers

3210

Qualifications

It shall be the policy of the Board of Directors to employ on the
professional instructional staff only those persons who hold at
least a bachelor's degree with an academic major in the appropriate
subject field and an acceptable state teacher's certificate.
The
professional instructional staff shall be those charged with the
development, implementation and the evaluation of the instructional
program used in the Union Gap schools.
Persons appointed to the administrative and supervisory staff shall
hold preferably at least a master's degree with majors in the appropriate fields and a certificate valid for the position.
The following factors are basic considerations in the selection of
teaching personnel for the Union Gap schools:
(a)

Character

(b)

Personal and Professional Competencies

(c)

Special Skills

(d)

Educational Training

(e)

Teaching Experience

(f)

Professional Ethics

(g)

Physical and Mental Health

(h)

Certification

Approved by the Board:

3220

--------------- - Duties and Responsibilities

1.

Teachers in the Union Gap schools will be nominated by the Superintendent and approved for appointment by the Board. They shall
be considered "staff" officials. This appointment will be made
at the regular o~ special meeting of the Board.

2.

In the event a teacher is not re-elected to a teaching position,
he or she shall be notified and/or given a written notice by
May 15.

3.

A teac6er having a problem or complaint will be expected to bring
it to the attention of the Principal if such be under his jurisdiction.
If not, or if satisfaction is not reached here, the
matter will then be referred to the Superintendent, then to the
Board of Directors if it is still considered necessary.

SECTION

POLICIES RELATING TO THE INSTRUCTIONAL STAFF

3000

3220

Duties and Responsibilities , contintied

4.

Carry on the actual work of instruction and implementing the
development of the pupils for which the whole school organization exists. Their activities include counseling, supe~vising
health and safety, sponsoring school activities and organizations and working with other members of the staff to improve
the curriculum.

5.

Teachers shall be responsible for the care, discipline and
instruction of pupils in their charge.

6.

Teachers shall teach pupils to the best of their ability, under
the supervision of the Principal in accord w'ith the State Laws,
the rules and regulations of the Board of Directors and such
other provision as may be approved by the Superintendent of
Schools.

7.

Teachers will be expected to represent their schools at all times
with dignity and in a professional manner.

8.

As public relations officers, teachers should be alert to opportunities to mingle with the community and to be a part of the
community. Active participation in a church, service organization, lodge, club or some other community group is expected of
each teacher.

9.

Teachers should receive permission form the Principal or Superintendent if it is necessary to be away from the school building
during hours classes are in session except when an emergency
exists.

10.

Teachers are required to be· at school and have classrooms available to students thirty (30) minutes before school opens each
day and thirty (30) minutes after school is dismissed.

11.

Teachers are required to attend all staff meetings called by the
Superintendent or Principal. The only excuse acceptable would
be those which would also excuse them from regular class duties.
Punctuality at these meetings is a standing requirement.

12.

State Rules Governing Teachers:
(a)
(b)
(c)
(d)
(e)
(f)
(g)
(h)
(i)
(j)

Must be a regular certified teacher
Must have a valid health certificate
Must teach morality and patriotism
Must not maltreat pupils
Must enforce the course of study
Must keep register if required in school you teach
Nust keep accurate attendance records of all pupils
Be responsible for the care of all school property
Maintain strict order and discipline
May suspend a pupil for cause

SECTION

3000

POLICIES RELATING TO
3220
(k)

(1)
(m)
(n)
(o)

(p)

THE lNSTRUCTIONAL STAFF

Duties and Responsibilities, continued
Give diligent attention to temperature and ventilation
of the classroom
Direct the study of pupils
Teacher must make an estimate of worth of each pupil
Teacher shall require an excuse from parent or guardian
for absences and tardiness of pupil (oral or written)
To be at respective classroom at least thirty minutes
before the opening of school in the morning
Make due preparation daily for their duties -- as classwork meetings and reference work

13.

Maintain adequate plans of daily work thus enabling better instruction or, if necessary, to better assist substitute teacher if one
is called.

14.

Bus students may not be retained after school or dismissed early
providing they are to ride the bus on that particular day.

Approved by the Board: _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

3230

Ethics

The codes of ethics embraced by the local professional organizations
are recognized as acceptable standards for the certificated employees
of the Union Gap School District. These standards include the following:
1.

The maintenance of just and courteous professional relationships with pupils, parents, staff members arid others.

2.

The maintenance of personal efficiency in keeping abreast of
developments in his/her field of work.

3.

The transaction of all official business with the properly
designated authorities of the school system.

4.

The establishment of friendly and intelligent cooperation
between the community and school system.

5.

The representation of the district on all occasions so that
contributions of the school system to the community are
recognized.

6.

The placement of the welfare of the children as the first
concern of the school system, thus recognizing that appointments to positions and promotions must be based solely on
qualifications. The use of pressure on school officials for
appointment or promotion is unethical.

SECTION
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3220

Ethics, continued

7.

The recognition that school contracts and privileges must
not be used to promote partisan politics, personal monetary
gains, sectarian religious views, or selfish propaganda of
any kind.

8.

The expression of any criticism of other staff members or
of any department of the school system is to be made only
with the improvement of the school system in mind. Such
constructive criticism is to be given to the particular
school official who has the administrative responsibility
for improving the situation and then to the superintendent,
if necessary.

9.

The proper steps should be taken to protect all school
properties, equipment and materials.

Approved by the Board:

- - - -- - - - - - - -- - -- -

SECTION
3300

3000

POLICIES RELATING TO THE INSTRUCTIONAL STAFF

Personnel Administration

3310

Recruiting and Hiring

The superintendent will send a copy of open positions in the district
to each principal who will post them in the faculty room.
All teachers interested in another grade level or subject area or
coaching a particular sport will notify the superintendent who will
keep a written list in his office.
During the summer, job openings may be obtained at the superintendent's
office.
It shall be the policy of the administration to publish notification
of resignations and/or openings in the district to allow current staff
members to apply for the positions.
This should be prior to any advertising for applicants outside the district.
If the administration decides to advertise outside the district for
app~icants, the current staff members should be so advised.

Approved by the Board: _ _ __ _ _ _ _ _ _ _ _ _ _ _ __

3320

Controversial Topics

The district believes that controversial issues are a part of the
district's instructional program when related to subject matter in
a given grade level or specific ~urricular field.
Teachers will use
professional judgment in determining the appropriateness of the issue
to the curriculum and the maturity of students.
In the presentation of all controversial issues, every effort will be
made to effect a balance of biases, divergent points of view and oppor-tunity for exploration by the students into all sides of the issue.
In discussing controversial issues, the teacher will encourage students
to express their own views, assuring that it be done in a manner that
gives due respect to one another's rights and opinions. When discussing controversial issues, the teacher will respect positions other than
his own.
Students will be encouraged after class discussions and independent inquiry to reach their own conclusions regarding controversial issues.
The district, or it designees, agrees not to illegally record any
teacher's verbal communication in the classroom without the teacher's
prior knowledge.

Approved by the Board:

-----------------
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Personnel Administration, continued

3330

Evaluation Procedure

The evaluation procedure set forth herein provides for a positive
attitude to be maintained by all parties toward the development and
improvement of the instructional program of the district.
The evaluation procedure recognizes high levels of performance and encourages
improvement in specific identifiable areas through the systematic
assessment of teacher performances.
The following conditions shall be noted when an evaluation of a teacher
takes place:
(a)
(b)
(c)

(d)
(e)

Class size;
Availability of supplies and equipment for the
instructional program;
Physical facilities and location to accomodate
the learning environment as necessitated by the
area of instruction being taught;
Preparation time;
Administrative support in dealing with disciplinary problems.

The principal shall give each teacher a copy of the Professional Growth
Worksheet Form and shall inform them of the evaluation process and its
purpose in the district.
Teachers in a school building shall be evaluated in the following order:
(a)
(b)

Teachers new to the district;
Teachers not new to the.building

Each teacher will be evaluated by the principal or his designee. Annually, teachers will be observed a minimum of 60 minutes prior to
the formal evaluation conference, wj_th no observation being less than
fifteen (15) minutes in length and at least one observation of no less
than thirty (30) minutes in length.
For newly employeed teachers, the
formal evaluation conference shall be held within the first ninety (90)
calendar days of employment. For continuing teachers, the formal evaluatj_on conference shall be held by May 15.
Observations, where appropriate, shall take place under a variety of
circumstances such as different subject areas, different instructional
methods, and different times of the day, week and year.
The evaluator and the evaluee shall plan in advance for at least one
of the required classroom observations. No later than five (5) school
days following the observation, the evaluator shall discuss the observation used during observation.
·
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3330

Evaluation Procedure, continued

The principal or immediate supervisor will complete the evaluation
for the teacher's personnel file at the conference.
The final evaluation conference shall be held no later than five (5) school days
following the final observation of the teacher.
The teacher's signature on the evaluation shall not necessarily indicate concurrence with the evaluation.
The evaluee has the right to
attach an addendum statement.
Distribution of the final evaluation shall be:
(a)
(b)
(c)

Original - school district personnel file;
First copy - principal; and
Second copy - teacher

Approved by the Board: _ _ _ _ _ _ _ __ _ _ _ _ _ _ __

3340

Personnel Files

Teachers or former teachers shall upon request have the right to inspect all contents of their complete personnel file kept within the
district as well as employment references leaving the district.
Upon
request, a copy of any documents contained therein shall be afforded
the teacher at cost. No secret, alternate or other official personnel
file shall be kept anywhere in the district.
Any one person, at the teacher's request, may be present in this review.
Any derogatory material placed in a teacher's file shall not be allowed
as evidence in any disciplinary action against such teacher without the
teacher's right to attach his/her written comments.
All information formin~ the basis for any reprimand, warning, discipline or adverse effect shall be limited to matters and events occurring during the previous five years.
Such outdated information
shall be expunged from the file at the request of the teacher.
Upon request by the teacher, the superintendent or his/her official
designee shall sign an inventory sheet prepared by the teacher to
verify cbntents of the personnel file at the time of inspection by
said teacher.

Approved by the Board: _ _ _ _ _ _ _ _ _ _ _ _ __ _ __
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Personnel Administration

3350

Assignment, Transfer and Vacancies

The district shall make an effort to assign teachers and notify them
of their assignment prior to August 15. In the event that an assignment must be made after that date, the principal will notify the teacher
as least two (2) weeks prior to the assignment, barring an emergency.
Such notification of assignment is to be first made to the teacher
involved.
In the determination of assignment and transfer, the convenience and
work of the employees shall be considered to the extent that these
considerations do not conflict with the educational program. Grade,
subject, school and activity assignments shall be made based upon
the needs of the district and the demonstrated skill, ability and
professional qualifications of the individual teacher to fulfill.
Employees who desire a transfer or reassignment, the following procedure shall be used:
(a)

Any employee desiring to make a transfer in grade, subject
or activity assignment must submit a written request to
the superintendent on or before February 1, in order to be
eligible for consideration for such transfer to be effective
the following school year.

(b)

The superintendent or his designee shall notify employees
when the position is open.

Employees will be given consideration in filling vacancies which occur
within th,e district in accordance with the following procedure:
(a)

All vacancies and new positions including summer school
and extra-curricular activities shall be publicized to
the staff through a written notice a~ far in advance of
the date of the opening of any vacancy or new position
as possible.

(b)

The district shall fill vacancies and new positions with
their present employees whenever practical.

Teachers who are transferred will be given priority in returning the
following year to the building from which they have been transferred
if openings for which they are qualified become available.

Approved by the Board:

---- -------------
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Personnel Administration, continued
Selection and Assignment of Coaches

3360

The selection and assignment of athletic coaches is the responsibility of the school principal with approval of the superintendent
of schools. Assignments shall be made so that the best interests
of the total school program is served.
The assignments are subject
to review annually. Job descriptions of each assignment will be
the responsibility of the principal.
In carrying out this policy, effort should be made to spread coaching
assignments amoung as many qualified individuals as possible.
Those
who have administrative, counseling or supervisory positions should
not be considered for athletic coaching assignments.

Approved by the Board:

3370

- -- ------------- Reduction in Force

Prior to April 15, the Board of Directors, upon the recommendation of
the superintendent, shall determine whether the financial resources
of the district will be adequate to permit the district to maintain
its education programs and services substantially at the same level
for the following school year.
If it is determined that such financial resources are not reasonably assured for the following school
year, the Board, upon recommendation of the superintendent, shall
adopt a modified educational program and identify those certificated
staff members who will be retained to implement such a modified program and those certificated staff members, if any, who must be nonrenewed and be placed in an employment pool. All such . non-renewals
shall be in accordance with RCW 28A.67.070.

Approved by the Board:

- - - ----------- -- -
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Employment Conditions

3410

Health Certificate

Health certificates must be properly filed as required by law
employees.
Salary payments under the schedule cannot be made
this certificate is properly filed.
The signed contracts are
released to the teacher until certification requirements have
met.

by all
until
not
been

All school employees whose work brings them into direct contact with
children in any way must present the required X-ray evidence of freedom from active pulmonary tuberculosis.
X-ray service is provided to
school employees by the Yakima City-County Health Department for a
fee or can be obtained through personal physician.

Approved by the Board: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

3420

Personnel Travel

Upon recommendation by the Superintendent of Schools, the Board of
Directors will budget a reasonable sum of money to cover necessary
travel allowances. These allowances are classified in accordance
with the following two categories:
(a)

Those which are necessary for the efficient and
economical operation of the school system; and

(b)

Those which are important in promoting professional
growth and in advancing the educational program in
keeping with the changing times and the new developments in teaching techniques and knowledge.

The Board delegates authority to the superintendent to authorize
travel within the budgetary limitations, and he shall prescribe
such regulations as are necessary for the efficient expenditure
of the travel fund in the best interest of the Union Gap schools.
Travel out-of-state (unless in a contiguous area), involving an
overnight stay, shall receive prior approval from the Board of
Directors.

Approved by the Board:

- ----------------
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SECTION

4100

POLICIES RELATING TO NON-INSTRUCTIONAL STAFF

Declaration of Principles

1.

Participation of employees in the formulation and implementation of
personnel policies affecting them contributes to effective conduct
of school business.

2.

The efficient administration of the system of public instruction
and well-being of employees requires that orderly and constructive
relationships be maintained between the parties hereto.

3.

Subject to law and the paramount consideration·of service to the public,
employee-management relations should be improved by providing employees
an opportunity for greater participation in the formulation and implementation of policies and procedures affecting the conditions of their
employment.

4.

Effective employee-management cooperation requires a clear statement of
the respective rights and obligations of the parties hereto.

5.

It is the intent and purpose of the parties hereto to promote and improve the efficient administration of the district and the well-being
of employees within the spirit of the Public Employees Collective Bargaining Act, to establish a basic understanding relative to personnel
policies, practices and procedures, and to provide means for amicable
discussion and adjustment of matters of mutual interest.

Approved by the Board:

---------------- -
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Job Descriptions of Non-Instructional Staff

4210

Bookkeeper/Data Processing

Definition: Performs all financial bookkeeping and data processing
duties. Also performs a variety of clerical tasks.
Distinguishing Characteristics: Has a thorough working knowledge
of bookkeeping procedures. Is capable of working well directly with
administrators. Under direction of the superintendent and assistant
superintendent, performs difficult and responsible secretarial and
administrative work in the operation of the office. This position
requires extensive knowledge of district program's and procedures.
Duties: Handles and processes all accounts payable, receivable and
payroll; and the printing of warrants for such. Also, the posting
of invoices, vouchers and other accounts, fiscal and cost data via
the computer;
Maintains program budget records and implement purchasing and other
financial transactions for the district;
Maintains regular teacher and substitute teacher records, and all
classified personnel records;
Handles all monthly financial reports and all quarterly tax and
financial reports;
Is responsible for end-of-year financial reports;
Reports each month to the superintendent a budget status report;
Handles all monthly and quarterly personnel reports;
Is responsible for ordering all textbooks and supplies for new year
and the inventoring of such orders upon arrival to correspond with
billings;
Acts as recording secretary at school board meetings; assists in the
development and distribution of the agenda and related material for
the school board meetings;
Opens, screens and routes all incoming mail;
Performs confidential and related secretarial duties as required.
Minimum Qunli.fications: High school graduation or G.E.D. certificate
and two years bookkeeping/office experience involving occupationallevel typing, shorthand or machine tran$cription. College level business courses or business school training may be substituted for work
experience on an equal time basis.

Approved by the Board:

- - ------ - - - ------
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Job Descriptions of Non-Instructional Staff

4220

Office Manager

Definition: Serves as the manager of the office performing supervisory
duties and maintaining responsibility for all functions there of.
Distingui s hing Charact e ristics: Under direction of the superintendent,
performs difficult and responsible secretarial and administrative work
in the operation of the office. This position requires extensive knowledge of district programs, procedures and standards to facilitate coordination of work within the unit.
Examples of Typical Tasks: Supervise and maintain all student's school
records such as cumulative folders, school correspondence with parents
and others, etc.;
Handles the school lunch program;
Handles monthly enrollment reports;
k1swers the telephone and receives visitors;
Performs related duties as required.
Minimum Qualifications: High school graduation or G.E.D. certificate
and two years office experience involving occupational-level typing,
shorthand or machine transcription. College level business courses or
business school training may be substituted for work experience on an
equal time basis.

Approved by the Board:

----------- ---- - -
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POLICIES RELATING TO NON-INSTRUCTIONAL STAFF

Job Descriptions of Non-Instructional Staff, continued

4230

Office Assistant

Definition: Process records, maintain inventory and filing systems,
assist general public and perform a variety of clerical tasks.
Distinguishing Characteristics: Directly responsible to the Office
Manage~ performing assigned duties exercising independent judgment
within specific guidelines and standards.
Examples of Typical Tasks: Organize and type manuscripts, correspondence, test materials, tables, reports, records or other material
from rough draft copy or verbal instructions, cut stencils;
Answer telephone, receive and refer visitors; give information concerning rules, regulations and procedures; make appointments;
Sort and file a variety of documents and material according to filing
procedures;
Operate office equipment incidental to clerical duties;
Assist in the administration of various office responsibilities such
as registration services, purchase requisitions, student files, library
ordering, etc.;
May post invoices, vouchers and other accounting, fiscal and cost data
under direction of the bookkeeper;
Perform related duties as required.
Minimum Qualifications: High school graduation or G.E.D. certificate
and one year of applicable office/stenographic experience requiring
occupational-level typing, shorthand, or machine transcription. College
level business courses or business school training may be substituted
for work experience on an equal time basis.

Approved by the Board:

-----------------
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Job Description of Non-Instructional Staff, continued

4240

Maintenance Supervisor

Definition: Supervise and administrate maintenance and custodial
services of the District.
Distinguishin g Characteristics: Responsible to the superintendent
for the total maintenance of the buildings, equipment and grounds
and the supervision of custodial employees.
Examples of Typ ical Tasks: Train and schedule custodians, supervise
their work and direct them in the use of material and equipment during
the school term; organize and direct them in the renovation, cleaning,
and grounds work during the summer months;
Under direction of the superintendent, prepare schedules for repair,
replacement and maintenance of buildings and euqipment;
Prepare budget for and maintain inventory of maintenance and custodial
supplies;
Assist with plans and specifications for small projects or supplies;
May assist in the maintenance, operation and repair of electrical,
mechancial and structural systems of buildings, grounds and utility
distribution;
Perform related duties as required.
Minimum Qualifications: Four years as Custodian/Bus Driver or four
years of experience in supervisory and work planning experience in
building and grounds maintenance and repair.

Approved by the Board:

-----------------
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POLICIES RELATING TO NON-INSTRUCTIONAL STAFF

Job Description of Non-Instructional Staff, continued

4250

Head Custodian-Bus Driver

Definition: Lead custodians in the performance of minor repair,
maintenance and janitorial work in and around district school
buildings. Drives and maintains school bus.
Distinguishing Characteristics: This position reports to the Maintenance Supervisor. The incumbent typically leads and checks the
work of the other employees.
Examples of Typical Tasks: Under direct supervision assigns work to
custodians; makes routine inspection to determine whether work has
been properly performed;
Assist in the training of new employees i.n proper techniques;
Assist in the maintenance of inventory and records for equipment
and supplies;
Takes the lead and performs general and routine custodial and maintenance duties of buildings and grounds;
Drives buses on regularly scheduled routes or on field or activity
trips;
Maintains control over passengers relative to safety, etc.;
May perform minor maintenance and service of buses; required to keep

buses clean and fueled;
Perform related duties as required.
Minimum Qualifications: One year experience as a Cust~dian-Bus Driver
or equivalent. Must possess a valid Washington driver's license with
proper endorsement for school bus drivers.

Approved by the Board:

---- -------------
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J~b Description of Non-Instructional Staff, continued

4260

Custodian-Bus Driver

Definition: Performs minor repair, maintenance and janitorial work
in and around district school buildings. Drives and maintains school
buses.
Distinguishing Characteristics: This is an entry level class designed
to provide training and experience for progression to higher level related classes.
Examples of Typical Tasks: Sweeps, scrubs, mops, waxes and polishes
floors; cleans wash basins and toilet bowls; refills towel, soap and
tissue dispensers; washes windows; dusts and polishes furniture;
Empties wastebaskets and garbage containers; removes wastepaper, trash
and weeds from lawn; waters and mows grass; removes snow and ice from
walks;
Assist in the maintenance, operation and repair of electrical, mechanical
and structural systems of buildings, grounds and vehicles;
Repairs broken benches, tables, desks, chairs and other furniture, replaces broken windows; repairs light switches and replaces bulbs;
Paints offices, latrines, kitchens and classrooms;
Drives buses on regularly scheduled routes or on field or activity
trips;
Maintain control over passengers relative to safety, etc.;
May perform minor maintenance and service of buses; required to keep
buses clean and fueled;
Perform related duties as required.
Minimum Requirements: One year of experience as a driver of truck or
commerical passenger vehicle. Must possess a valid Washington driver's
license with proper endorsement for school bus drivers.

Approved by the Iloard:

-----------------
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Job Description of Non-Instructional Staff, continued

4270

Head Cook

Definition: Supervises food service employees and performs skilled
quantity cooking duties in the preparation and serving of meals.
Distinguishing Characteristics: Functions as head cook leading work
of other cooks and kitchen workers with little supervision.
Examples of Typical Tasks: Supervises cooks or food service workers
in preparation, display and serving of meals; may personally perpare
food items according to standard menus, recipes and verbal instruction;
Lead and participate in the cleaning of the kitchen and equipment;
assure that standards of sanitation and safety are met;
Coordinate the production and/or serving of food; inspect food for
portion size, temperature and appearance;
Maintain necessary supplies and goods for assigned meals; responsible
for checking food and supplies on delivery, their proper storage and
care;
Draft menus under direction; responsible for required records and
reports;
Perform related duties as required.
Minimum Requirements: Two years experience in quantity cooking.
Vocational or technical training in institutional cooking may be
pubstituted for one year of required work experience.
Possession of a Food Handler's Permit is required.

Approved by the Board:

-----------------
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Job Descriptions for Non-Instructional Staff, continued

4280

Cook

Definition: Perform skilled quantity cooking duties in the preparation
and serving of meals.
Distinguishing Characteristics: These positions are under the general
supervision of the Head Cook and may direct food service helpers.
Examples of Typical Tasks: Operate cooking and kitchen equipment in
the preparation of food material according to standard recipes, menus
or verbal instruction;
Clean kitchen equipment or supervise this function;
Maintain necessary supplies and goods for assigned meals;
May assist in meal planning; keep records; make reports;
Performs related duties as required.
Minimum Requirements: One year experience as a food service worker or
one year of quantity cooking. Vocational or technical training in institutional cooking may substitute for one year of required work experience.
Possession of a Food Handler's Permit is required.

Approved by the Board:

----- ------------
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Job Description for Non-Instructional Staff, continued
4290

Food Service Worker

Definition: Perform routine work in preparing and serving food and
clean-up activities.
Distinguishing Characteristics: Under close supervision perform entry
level duties in the preparation and serving of food and ih maintaining
sanitary conditions of kitchen facilities.
Examples of Typical Tasks: Open cans, apportion contents, wash and
prepare vegetables for cooking; assemble salads, sandwiches, desserts
and lunches; make and serve beverages;
Serve food in cafeteria line;
Wash dishes, utensils, pots and pans;
May assist other employees in higher level food preparation tasks;
Perform related duties as required.
Minimum Qualifications: Must have physical ability and stamina to
do the required work. Possession of a Food Handler's Permit is
required.

Approved by the Board:

-----------------

SECTION
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5000

POLICIES RELATING TO THE SCHOOL BUILDINGS AND GROUNDS

Community Use of School Facilities

The Board of Education subscribes to the notion that the public schools are
owned and operated by and for its patrons and that the schools become an
integral part of the community in terms of its intellectual and social expression and development. To this end the Board encourages the public use
of school facilities.
Authorization for use of school facilities shall not be considered as endorsement of or approval of the activity group or organization nor the
purposes they represent.
School-sponsored activities shall have first priority. The right to authorize
use of school facilities shall be retained by the Board and/or superintendent
through the appointed coordinator. Such use will be determined by the district policy and will be only at such times as the facilities required are
free from district curricular and extracurricular activities .

...__)

Approved by the Board:

--------------- - -
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POLICIES RELATING TO THE SCHOOL BlJILDINGS AND GROlJNDS

General Procedures and Board Regulations

1.

Written application for a written permit to use school facilities shall
be made with the office.

2.

The office will be responsible for maintaining an accurate calendar of
all uses of school facilities by school and community groups.

3.

The superintendent shall determine and the Board shall approve all
universal fees for fee-use of district facilities.

4.

Sponsoring organizations shall provide sufficient competent adult and/
or special supervision, and the amount of adequate supervision will be
agreed upon at the time the authorization is issued.

5.

Alcoholic beverages will not be permitted in school facilities or on
school property at any time and smoking will be allowed only in specified areas.

6.

All applicants for use of district facilities shall hold the llnion Gap
School District No. 2 free and without harm, from any loss or damage
liability or expense that may arise during or be caused in any way by
such use or occupancy of district facilities. Also, in the event that
property loss or damage is incurred during such use or occupancy of
district facilities, the amount of damage shall be decided by the superintendent and a bill for damages will be presented to the group using
or occupying the facilities during the time the loss or damage was
sustained.

7.

llse of the facilities by the applicant shall be suspended at any time
deemed necessary by the superintendent.

Approved by the Board:

-----------------

SECTION
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6100

POLICIES RELATING TO STUDENTS

Goals and Objectives

It shall be the goal of Union Gap School District to assure learning experiences to help all children develop skills and attitudes fundamental
to achieving individual satisfaction as responsible, contributing citizens.
Union Gap School District shall endeavor to:
a.

Respect the uniqueness of each learner.

b.

Provide increasing opportunities for individual selfdirection and decision making.

c.

Provide learning experiences matched to each students'
readiness to learn and the way he learns best.

d.

Help each learner perform well and gain satisfaction
from his performance.

e.

Emphasize that cultural, ethnic and racial difference
contribute positively to our nation's future.

f.

Extend learning opportunities beyond the school building,
school day and school year.

g,

Utilize the involvement and support of the entire conununity
to maximize educational experiences.

h.

Self-renew through continuous evaluation of progress toward
the desired learning outcomes.

Approved by the Board:

-----------------

6000

SECTION
6150

POLICIES RELATING TO STUDENTS

Interscholastic Athletics

The Union Gap School District Board of Education believes individual students
will benefit through opportunities to grow physica]ly and intellectually
through their experience in self-discipline and their contribution to team
effort made possible through competitive interschool and intramural team and
individual sports activities.
It is the Board's policy to provide secondary school students interscholastic
athletic competition in a variety of sports.
Students shall be allowed to
participate in individual sports on the basis of their physical condition and
desire.
Qualified personnel shall be provided for·coaching and supervising
individual sports.
The purpose of junior high school athletics is both educational and recreational.
The athletic program should encourage participation by as many boys and girls as
possible and should be carried on with the best interests of the participants as
the first consideration. This should be done without unreasonable interference
with other obligations in the school community.
It is recognized that a well-organized and well-conducted athletic program is
a potent factor in the morale of a school student body and an important phase
of good community--school relations. Too great an emphasis on winning contests
or too consistent a record of losing them are both harmful to the development
of good attitudes among students and the public.

Approved by the Board:

6151

-----------------

Policy Conditions

. 1.

Participation in interscholastic athletics is limited to students
in grades 7 - 9 with participation of properly supervised teams
from grades 5 - 6 also permitted in a limited program within
their own grade levels with other schools.

2.

The athletic program is an integral part of the school curriculum
and comes under the authority of the principal to the same degree
as do all other phases of the curriculum.

3.

Those teachers having direct responsibility for the conduct of
the athletic program ~f the school are required to conform in
ways to the general education program as laid down by the Board
and administration, including such matters as schedules, financial expenditures, relationships with other schools, and health
and safety regulations.

SECTION
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POLICIES RELATING TO STUDENTS

6151

Polic y Conditions , continued

4.

Union Gap Junior High School is a member of the Washington
Interscbolristic Athletic Association (WIAA), and in all
athletic matters will adhere firmly to the rules and regulations of that body and to the philosophy of sports which
WIAA encourages. The eligibility of students to participate in the athletic program is determined in accordance
with WIAA regulations.

5.

District participation in
be subject to approval by
approval of membership in
conferences, or rules for
annual sports schedules.

6.

Physical examinations, parent consent forms, and insurance requirements for student participants will be those prescribed
by WIAA regulations.

7.

Expenditures for the athletic program are incorporated as part
of the general budget of the Board. Coaches of each sport will
submit their budgetary needs to the athletic director for the
next school year, and the latter will present the total athletic
budget request to the principal for approval and inclusion in
the general budget. No expenditures for athletic purposes may
be made in excess of those listed in the budget without approval
of the superintendent.

Approved by the Board:

interscholastic athletics shall
the Board. This shall include
any leagues, associations, or
student participation, and of

----- ------------
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Attendance
Compulsory Attendance

6210

All pupils between the ages of eight and eighteen years of age
and not having completed the ninth grade shall be expected to
attend regularly in the school assigned them at the time of entrance. Non-attendance will be considered as truancy and reported
to the legal authorities. The policy is within the framework of
the compulsory attendance statute of the State of Washington.
28A.27.010 & 28A.28.020

Approved by the Board:

6220

- - - - - -Age of Entrance

An educational program will be provided children who have reached

the age of five (5) years on or before September 1 of the school
year in which they enter kindergarten providing their parents or
legal guardians are residents of the Union Gap School District.
Parents are required to submit proof of birthdate for their children. Children moving into the Union Gap School District who
were previously enrolled in a kindergarten program, may be allowed to enter the Union Gap Schools although the age requirement is
not met.
Children will be accepted into first grade who meet one of the
following criteria:
(a)

Reached the age of six (6) years on or before
September 1 of the school year they enter;

(b)

Completed a successful year in kindergarten
in the Union Gap School District; or

(c)

Have completed a successful year of kindergarten
in another school district.

Youngsters enrolling without a kindergarten experience must submit
proof of birthdate.

Approved by the Board:

- - - - - - -- - --------
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Attendance

Non-Resident Student Attendance

6230

All policy statements in this section are in accord and within the
framework of Chapter 392-115 WAC.

6231

Elementary & Junior Hi gh Students

All non-resident students, prior to enrollment in the Union
Gap School District, shall have a written petition from the
parents of said students to be presented to the Board of Directors of the Union Gap School District. Prior to approval by
the Union Gap School Board, a written release must be acquired
from the Board of Directors of the district in which the student
resides. Petitions shall be considered by the Board of Directors in accordance with their date of filing and permission to
attend the Union Gap Schools will be granted by the Board of
Directors upon the merits of each and every request.

Approved by the Board:

----- ---------- - 6232

Special Education Students

Special education students from other school districts will
be accepted on a space availability basis on the recommendation of the Cooperative Program for Special Education of
Yakima County and the request of the resident school district.
Additional costs as determined by the adopted formula of the
Cooperative will be paid by the resident district. This will
be a requisite for admission.

Approved by the Board:

6240

----------------Absences

6241

Philosophy

Regular school attendance is essential for satisfactory
attainment of each pupil's educational goals. Absences,
for whatever reason, will interfere with this achievement. Frequent or excessive absences will result in
lower achievement, possibly failure.
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6241

Philosophy, continued

There is no satisfactory manner in which school absences
can be "made up". While teachers will assign writing and
reading lessons missed due to absence, there is no way a
student can recapture the discussions and other learning
experiences that took place during the absence.
Satisfactory school progress demands satisfactory attendance; therefore, students and parents should make every
effort to see that absences are confined to such causes
as illness or family necessity. This policy is intended
to enforce the letter of Washington's Compulsory School
Attendance Laws as found in 28A.27.010 of the Education
Code.

Approved by the Board:

- ---------------Definitions

a.

b.

Excused Absences:
(1)

Absences caused by personal illness will be
excused upon presentation of parental note
upon returning to school stating reason for
absence.

(2)

Absences for personal or family need will be
excused when arranged for in advance by parental note stating need.

(3)

Circumstances may cause absence for which prior
notification to school by parental note or phone
call is not feasible. Such absence may be excused at the discretion of the building principal upon presentation of a note from parents
when student returns to school.

Unexcused Absence:
'(l)

Absences for
but not made
or emergency
fication has

which prior arrangement was required,
shall be termed unexcused. Illness
absences for which no parental veribeen received, will be termed unexcused.
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6242

Definitions , continued (Unexcused Absence)

(2)

Deliberate absence from school for no justifiable
reason and without prior arrangement shall be termed
truancy.

(3)

Students receiving unexcused absences shall receive
a zero grade (no credit) for each absence; and may
not make up any work missed for credit.

Approved by the Board:
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-------- - --- ----Truancy

A truancy is defined as an absence from any class or part of a class
without administrative approval. Truancies will be dealt with according to local and state rules and regulations.

Approved by the Board:
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Student Rights and Responsibilities

Civil Ri ghts and Minors

6310

In addition to other rights established by law, each student served by
or in behalf of a common school district shall possess the following
substantive rights, and no school district shall limit these rights
except for good and sufficient cause:
(1)

No student shall be denied an equal education
opportunity or be discriminated against because
of national origin, race, religion, economic
status, sex, pregnancy, marital status, previous
arrest, or previous incarceration.

(2)

All students possess the right to freedom of speech
and press and the right to peaceably assemble and to
petition the government and its representatives for
a redress of grievances.

(3)

All students possess the right to be secure in their
persons, papers and effects against unreasonable
searches and seizures.

(4)

All students shall have the right to be free from
unlawful interference in their pursuit of an education while in the custody of a common school
district.

(5)

No student shall be deprived of the right to an
equal education opportunity in whole or in part
by a school district without due process of law.

The foregoing enumeration of rights shall not be construed to deny or
disparage other rights set forth in the constitution and the laws of
the State of Washington or the rights retained by the people.

Approved by the Board:
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Student Rights and Responsibilities

6320

Freedom of Expression

Pupils have the right to express their opinions at school orally,
symbolically and in writing.
Materials distributed, displayed or
spoken by pupils on school premises must meet the following standards:
(1)

They may not contain language or ideas of such nature that
it is reasonably probable that their expression will create
hostility or violent or unlawful behavior; be libelous,
slanderous or obscene, or materially and substantially
interfere with the education process.

(2)

They may not attack ethnic, religious or racial groups .

(3)

No materials may be circulated for nonschool agencies
which are designed for commercial purposes to advertise
a product or service for sale or rent, except that the
school newspaper and yearbook may publish advertisements.

(4)

No materials may be circulated which are designed to
solicit funds unless approved by the superintendent.

The school principal has the right to prohibit any written, oral or
symbolic expression by pupils on school premises which does r:ot meet
the above general standards or the specific standards listed in the
rules and regulations; prohibition and expression may be appealed by
pupils through the procedure for "Adjusting Pupil Grievances".

Approved by the Board: _ _ _ _ _ _ _ _ _ _ _ _ __ _ __

6321

Rules and Regulations

Rights and responsibilities of pupils in exercising their
freedom of expression is specific ways shall be:
ASSEMBLY:
Pupils shall have the right peaceably to assemble
but such assemblies shall not materially and/or substantially
interfere with the regular operation of the school and shall
be subject to regulations established by the principal. Classroom attendance takes precedence over freedom to assemble.
SYMBOLIC SPEECH: Pupils shall be allowed to wear buttons,
badges, arm bands and other insignia as a form of expression.
Pupils shall be required to conform to reasonable regulations
established by the principals, as to time, place in the school,
and manner of circ;ulation of symbolic speech materials.
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Freedom of Expression, continued

6321

Rules and Re gulations , continued

RIGHTS TO PETITION: Pupils shall be allowed to present.petitions to the administration. The circulation of petitions
shall conform to reasonable regulations established by the
principal as to time, place in the school, and manner of circulation. In most cases, written response stating reasons
for acceptance for rejection shall be sent to the petitioners.
SCHOOL PUBLICATIONS: School publications shall include materials writte n and produced by scheduled classes or charter e d
school clubs. A faculty member shall serve as an advisor to
the groups involved in the writing, producing, and/or distribution of school publications. School publications shall be
permitted to report news and editorialize free from arbitrary
and capricious censorship when published within the accepted
canons of responsible journalism such as completeness, objectivity and accuracy of reporting. Pupils not on the newsediting staff shall have access to its pages subject to reasonable editing by the editorial staff. The principal has the
right to review, in advance, the contents of any school publication to insure against publication of materials which do
not meet the standards of content prescribed in this policy.
NONSCHOOL PUBLICATIONS: Materials written, produced or sponsored by pupils enrolled in the public schools shall be considered "nonschool publications". The authors or sponsors of
nonschool publications shall have their names appear on each
piece of material circulated. Pupils wishing to circulate
nonschool publications shall be required to conform to reasonable regulations established by the principal, as to time,
place and manner of distribution or posting of printed materials. Such regulations shall include the designation of a
student bulletin board. Pupils who write, produce or sponsor
such nonschool publications must assume responsibility for the
content of the materials.

Approved by the Board: _ _ _ _ _ _ _ _ _ _ __ _ _ __

6330

Inspection - Persons and Property

A pupil shall be free from searches by school officials of his clothing and other personal property unless there is reasonable cause to
believe that something is concealed that may be of immediate danger
to persons, property or the educational.process.
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Inspection - Persons and Property, continued

Pupils' lockers remain the property of the school district and school
officials retain the right to inspect lockers, desks or other storage
areas assigned to pupils.
Illegal items or other possessions reasonably determined to be a
threat to the safety or security of others shall be seized by school
authorities.
Items which are used to disrupt or interfere with the
educational process may be temporarily removed from the pupils'
possession.
All persons must, upon request, identify themselyes to proper school
authorities in the school building, on school grounds or at school
sponsored events.

Approved by the Board: _ _ _ _ _ _ _ _ _ _ _ _ _ __ __

6340

Student Conduct

The following are prohibited on or adjacent to school premises or at
school sponsored activities and shall constitute cause for dicipline,
suspension and expulsion.
The district reserves the right to refer
to the appropriate nonschool agency any act or conduct of its pupils
which may constitute a crime under federal, state, county or local
law.

1.

Any conduct or expression causing substantial or material
disruption or obstruction of any school function or operation.

2.

Any action, event or group of events which constitutes a
violation of federal, state, or local law.

3.

Failure to comply with the lawful directions of school personnel
acting in the performance of their duties.

4.

The destruction, damage or theft of school property or the
property of others.

5.

The attempt to inflict, or the actual infliction of, physical
injury on any school employee, pupil or other person.

6.

The possession, handling or transmission of any object which
can reasonably be considered a weapon.

7.

Any conduct or expression by a pupil directed toward any other
pupil, teacher, administrator or other school personnel for the
purpose of intimidating or coercing him.
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Student Conduct, continued

8.

The unauthorized entry to or use of any school facilities.

9.

Any lewd, indecent or obscene conduct or expression.

10 .

A pupil shall not repeatedly fail to comply with school district policies or school rules or with the lawful directions
of school personnel acting in the performance of their duties.
The cumulative effect of such violations during the current
school year shall be cause for discipline, suspension or
expulsion.

Approved by the Board: _ _ _ _ _ __ __ _ _ _ _ _ _ __

6341

Behavior Codes

CLASSROOM BEHAVIOR: Each teacher is responsible for maintaining
a learning climate in the classroom. Reasonable standards of
student behavior are thereby necessary.
If a student is unable
to conform to a classroom standard, appropriate action must be
taken.
The corrective measures may be taken by the teacher,
the counselor, or the administration.
If an improvement in
behavior is not evident, the student may be suspended from the
class.
USE OF BUILDING, EQUIPMENT AND MATERIALS:
Students are responsible for all equipment and materials assigned to them or checked
out by them.
Books, lockers, etc., must be kept clean and in
good repair. Cleaning and repair charges will be assessed by the
school for items showing more than normal wear.
GAMBLING: Gambling of any type is not allowed on school grounds
or at any school sponsored activity and may result in criminal
charges being filed against the participants.
CRIMINAL ACTIVITY: Any criminal activity on the part of any
student while attending any school and/or school sponsored function can result in criminal charges being lodged against the
participant as well as further appropriate action by the school
district authorities.
HALL CONDUCT: Running, scuffling, or general rowdiness is not
permitted in the school halls.
NON-EDUCATION POSSESSIONS: The use or possession of play things
which tend to disrupt the normal school environment is not allowed .
Throwing of objects such as rocks, ~nowballs, waterballons, etc.,
is prohibited on the school grounds.
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Student Conduct , continued

6341

Behavior Codes , continued

LEAVING CAMPUS: No student is permitted to leave the school
grounds from the time he arrives until he leaves at the end of
the day without the approval of the administering _ authoiity._
When necessary, early dismissals may be obtained by going through
the proper procedures.
STUDENT VISITORS:
Classroom space is limited, therefore, visitation during academic hours is permitted only under special circumstances.
Passes for classroom guests must be obtained in the
office prior to the actual visitation.
SMOKING: Use of tobacco and tobacco products by students is not
permitted on school property or at school-sponsored activities
or events.
ALCOHOL AND DRUGS: .A pupil shall not knowingly possess, use,
transmit, be under the influence of or show evidence of having
used any narcotic drug, hallucinagenic drug, amphetamine, barbiturate, marijuana, alcoholic beverage or intoxicant of any
kind or any other controlled substance as defined in Washington State statute on or adjacent to school premises or at
school sponsored activities. Use of a drug authorized by a
medical prescription shall not be considered a violation of
this rule.
Violation of this policy constitutes cause for discipline, suspension or expulsion of a pupil.
Offenders may be referred to
any appropriate social agency. The district reserves the right
to refer to the appropriate non-school agency any act or conduct
of its pupils relating to this policy which may constitute a
crime under any federal, state, county or local law.

Approved by the Board:
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Bus Conduct - Rules and Regulations

Safety of the student is of the utmost importance.
For this
reason, all students shall obey the rules and regulations as
set forth by the superintendent of the district transportation
officer.
Failure to obey the established rules and regulations
can result in permanent loss of busing priviledges.
1.

The driver is in full charge of the bus and pupils.
must obey the driver promptly and willingly.

Pupils
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Student conduct, continued

6342

Bus Conduct - Rules and Regulations, continued

2.

Pupils shall ride their regularly assigned bus at all times,
unless permission has been granted by the school authorities.
School authorities should verify with the drivers the avialability of extra seating space and should not issue bus passes
for non-regular riders if it will cause standees on the bus.

3.

Unless by written permission of school authorities, no pupil
shall be permitted to leave the bus except at his or her regular stop.

4.

Each pupil may be assigned a seat in which he will be seated
at all times, unless permission to change is given by the
school principal and/or driver.

5.

Outside of ordinary conversation, classroom conduct must
be observed.

6.

Pupils are to assist in keeping the bus clean by keeping
their waste paper off the floor.
Pupils must also refrain
from throwing refuse out of the windows.
To help keep the
bus clean, eating is not allowed.

7.

No pupil will smoke or light matches on a school bus.

8.

No pupil shall open a window on the school bus without first
getting permission from the school bus driver.

9.

No pupil shall at any time extend his or her head, hands, or
arms out of the windows, whether school bus is in motion or
standing still.

10.

Pupils must see that they have nothing in their possession
that may cause injury to another, such as sticks, breakable
containers, any type of firearms, straps or pins extending
from their clothing. Also, any type of animal is not permitted on the bus, except for "seeing eye" dogs.

11.

Each pupil must see that his books and personal belongings
are kept out of the aisle.
Special permission must be granted
by school authorities to transport any large items.

12.

No pupil will be allowed to talk to the driver more than is
necessary.

13.

No pupil shall sit in the driver's seat, nor shall any pupil
be to the immediate left or right of the driver.

SECTION

POLICIES RELATING TO STUDENTS

6000

Student conduct, c ontinued

6340

6342

Bus Conduct - Rules and Re gulations, continued

14.

Pupils are to remain seated while bus is in motion and are
not to get on or off the bus until it has come to a full
stop.

15.

Pupils must leave the bus in an orderly manner and must obey
the orders of the school safety patrolman on bus duty. They
must not cross the highway until given consent by the school
bus driver. When boarding or leaving the bus, pupils should
be in view of the driver at all times.

16 .

Pupils must cross the highway only in front of the school bus
and never behind it.

17.

Pupils must not stand or play in the roadway while waiting
for the bus. Pupils should leave home early enough to
arrive at the bus stop before the bus is due.

18 .

Self-discipline should be exercised by the pupils at the bus
loading area. Students should refrain from pushing and shoving other students.

19.

Pupils who have to wa lk some distance along the highway to
the bus loading zone, where practicable, must walk on the
left-hand side facing the oncoming traffic. This will also
apply to pupils leaving the bus loading zone in the evening.

20.

Student~ misconduct on a bus will be sufficient reason to
discontinue providing bus transportation to those students
involved.

21.

In the event of an actual emergency, emergency exit procedures, as established by the emergency exit drills, will
be followed.

22.

Parents of students damaging school buses will be responsible
for proper reimbursement to the school district.

23.

Pupils are not to run errands between the bus stop and their
home.

Approved by the Board:
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STUDENT DISCIPLINE

By statute in the State of Washington school boards are given the authority to
establish disciplinary procedures, however, common law imposes a duty to discipline students directly upon teachers as a part of their authoritative role in
the school setting.
RCW 28A.58.200 holds that students, "shall submit to the authority of the teachers
of such schools, subject to such disciplinary or other action as the local school
officials shall determine." RCW 28A.67.J.OO similarly states that teachers, "shall
have the power to hold every pupil to a strict accountability for any disorderly
or antisocial conduct on the way to and from school or while under his supervision
and to make recommendations to the proper school authority for suspension of any
pupil upon probable cause therefor."
Policy statements and disciplinary practices present two board issues:
1.

Who has the authority to correct or punish student misbehavior?

2.

What is the extent of that authority?

Under the model policy the board delegates the authority to the superintendent
and his designees.
District procedure must then clarify each employee's authority. The following factors should be considered:

1. WAC 180-40-230 permits non-certificated employees to "discipline" students.
However, the limits of that authority need be clearly communicated to such employees
as bus drivers, custodians, secretaries, para-professionals, and others. Under
WAC 180-40-235 non-certificated employees may not administer corporal punishment
but may be the witness which is required.
2.
It is consistent with both WAC regulations and common law duties for
teachers and other certificated employees to "discipline" students, recommend
suspensions or expulsions, and remove students from classes when their behavior
disrupts the class substantially. However, school district policy or procedure
may limit the use of corporal punishment to designated personnel such as principals. Furthermore, on their own initiative teachers may only exclude substantially
disruptive students for the balance of the day.
Longer exclusions must be imposed
pursuant to established due process procedures.
See WAC 180-40-290.
3.
It is consistent with WAC regulations and common practice for superintendents to delegate the authority to impose short-term suspensions to principals or
assistant principals.
Because of possible inconsistent practices, it would be unwise to delegate that authority beyond one or two educators or their substitutes
in each school building.
4. The intent of the WAC regulations is to limit the authority to impose
long-term suspensions and expulsions. The framework of the regulations is such
that a long-term suspension or expulsion is not effective until a hearing officer
imposes it after a properly conducted hearing or until after a parent and student

Issue Sheet
Student Discipline, continued

knowingly waive a right to such a hearing. Strictly speaking, therefore, even principals do not have the authority to impose such penalties -- only recommend them.
Naturally, in emergencies where a student is dangerous, principals should have
the authority permitted under WAC 180-40-295 to impose an immediate "emergency
expulsion".
District procedures should make these delegations of and limits upon authority
clear to each class of employee.
Further consideration must be given to RCW 28A.58.010 regarding the dissemination
of information on pupil conduct, discipline and rights. This statute holds that,
"commencing with the 1976-77 school year, when such rules an_d regulations are made
available to each pupil, teacher and parent, they shall be accompanied by a detailed description of rights, responsibilities and authorities of teachers with
respect to pupils as prescribed by state and local law, rules and regulations."
This statute creates a duty upon the school board to give a clear statement of
the duties teachers have in the area of student discipline. Such duties shall
be considered in model policy statements under the teacher's rights and responsibilities sections in Section 3000 - Policies Relating to Instructional Staff.
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Students Rights and Responsibilities, continued
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Student Conduct, continued
6343

Dress Code

Dress or appearance which is determined by the administrative
authority to cause disruption of the educational process or to
present health or safety problems shall not be permitted. Students violating this code shall be asked to return home to remedy
the situation. Failure to do so will be grounds for disciplinary
action.

Approved by the Board: _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
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Student Discipline
All students shall submit to the reasonable discipline of the superintendent
or his designees and refusal to comply with written policies, rules and regulations established for the governing of the schools shall constitute cause
for further discipline and suspension, however, no pupil shall be disciplined,
suspended or expelled except for sufficient cause.
For the purposes of the district's student disciplinary policies:
1.

"Expulsion" is the exclusion from school, individual classes,
or school activities for an indefinite period.

2.

"Suspension" is the exclusion from school, individual classes,
or school activities for a specific period of time after which
the student has a right to return.

3.

(a)

A suspension is "short-term" if it is for a period of five
consecutive ca~endar days or less.
Separate short-term
suspensions shall not total more than five school days in
a semester for any student in grades kindergarten through
four.
Separate short-term suspensions shall not total more
than fifteen days in a semester (ten in a trimester) for a
student in any other grade.
Students' grades shall not be
affected substantially as a result of a short-term suspension.

(b)

Suspensions which exceed five consecutive calendar days are
long-term suspensions.

"Discipline" constitutes all other forms of correction or punishment, including brief exclusions from a class for not more than
the remainder of the class or activity period. Discipline shall
not adversely affect specific academic grade, subject, or graduation requirements.

No pupil shall be expelled, suspended or disciplined in any manner for the
performance of or failure to perform any act not related to the orderly
operation of the school or school-sponsored activities or any other aspect
of the educational process.
No pupil shall be expelled unless other means of correction have either failed
or would not be adequate in bringing about the proper conduct. However, if a
pupil is expelled the matter in regard to his further education shall be referred to proper local and state authorities including the proper juvenile authorities as provided in RCW Chapter 13.04
The superintendent or his designee shall have the authority to discipline and
suspend or expell students. The superintendent shall designate which non-certificated employees may discipline students and establish the limits of their
authority.
The superintendent shall also designate which certificated employees
have the authority to initiate or to impose suspensions or expulsions.

Approved by the Board:
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Procedural Due Process Rights

6510

Short-Term Suspension

In the event the punishment of a student is to include the denial of
the right of school attendance from any single class or activity or
any full schedule of classes or activities for more than one class
period or activity and up to five consecutive calendar days, a conference shall first be conducted with the student, as follows:
1.

An oral or written notice of the charges shall be provided
to the student.

2.

An oral or written explanation of the evidence in support
of the charges shall be provided to the student.

3.

An oral or written explanation of the sanction which may
be imposed shall be provided to the student.

4.

The student shall be provided the opportunity to present
his or her explanation.

In the event such denial of the right of attendance is to exceed one
day the parent(s) or guardiari(s) of the student shall be notified of
the reason for the student's suspension and the duration of the suspension orally or by letter deposited in the United States mail as
soon as reasonably possible. Any student, parent or guardian aggrieved
by the short-term suspension may use the same informal grievance procedure available to protest disciplinary action of any school employee.

Approved by the Board:
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6520

Expulsion or Long-Term Suspension

Long-term suspensions or expulsions may be imposed by those designated
by the superintendent only after a fair hearing is made available to
the affected students. To safeguard the rights of students, hearings
related to expulsion or suspension will adhere to the following:
1.

The hearing shall be conducted before a hearing officer
appointed by the superintendent.
Such hearing officer shall
not be a witness and shall determine the facts of each case
solely on the evidence presented at the hearing. The hearing
officer shall state in writing findings as to the facts, conclusions and the disposition to be made, if any, by way of
disciplinary action. The decision shall be provided to the
student's legal counsel or, if none, to the student and his
or her parent~.
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Procedural Due Process Rights, continued

6520
2.

Expulsion or Long-Term Suspension , continued
Written notice of the hearing shall be delivered to the student
and his or her parent or guardian by certified mail or in person. The notice shall specify:
(a)
(b)
(c)
(d)

The misconduct and the school rules it violates;
The recommended punishment;
The right to a hearing; and
That if a written request for a hearing is not received
by the district employee named in the notice within
three school business days after the notice is received,
the hearing will be waived and the recommended punishment will take effect.

If a hearing is requested, the superintendent or his designee
shall schedule the matter for hearing within three school business days of such request.
3.

Representatives of the student and of the school district shall
be permitted to inspect in advance of such hearing any affidavits or exhibits which are to be submitted at the hearing.
The student shall have the opportunity to be represented by
counsel and shall have the opportunity to present his or her
version as to the charges and to make such showing by way of
affidavits, exhibits and such witnesses as desired, as well
as the opportunity ~o question witnesses.

4.

Either a tape-recorder or verbatim record shall be made of
the hearing by the school district.

5.

If the hearing officer hearing the case imposes a sanction of
long-term suspension or expulsion, the student and his or her
parent or guardian shall have three school business days after
receiving the hearing decision to appeal that decision to the
board of directors.
If an appeal is not taken, the sanction
decided upon shall take effect at the end of this three-day
period.
If an appeal is taken to the board of directors, the
imposition of the sanction shall be stayed until such appeal
is decided.

If an appeal is taken by a student, or in the case of a minor, his
parent or guardian, the board of directors shall schedule and hold
a meeting to informally review the matter within ten school business
days from receipt of such appea.l.
The purpose of the meeting shall
be to meet and confer with the parties in order to decide upon the
most appropriate means of disposing of the appeal. At that time, the
student, his or her parent, guardian or attorney shall be given the
right to be heard and shall be granted the opportunity to present
such witnesses and testimony as the board of directors deems reasonable.
Prior to adjournment of the board, it shall agree to one of
the following procedures:
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Procedural Due Process Rights, continued
6520

Expulsion or Long-Term Suspension, continued

1.

Study the hearing record or other materials submitted and
record its findings within ten school business days;

2.

Schedule and hold a special meeting to hear further arguments
on the case and record its findings within fifteen school
business days; or

3.

Hear and try the case de nova before the board of directors
within ten school business days and in accordance with the
hearing procedures provided herein.

Within thirty days of receipt of the board of directors' final decision, any student, parent or guardian desiring to appeal from any
action upon the part of the board of directors regarding suspension
or expulsion, may serve the chairman of the board of directors
and file with the clerk of the superior court in the county in which
the school district is located a notice of appeal. Such complaints
shall be set forth in a clear and concise manner.

Approved by the Board:
6530

------- - - - ------Emergency Expulsion

A student may be excluded from school prior to a hearing if the superintendent of his designee reasonably believes the pupil is in immediate
and continuing danger to himself, other pupilsi teachers, school administrators or the educational process of the school district. Such
emergency expulsion shall continue until the pupil is reinstated by
the suspending authority or until a fair hearing is held and a final
determination reached. Such an emergency expulsion shall be stayed,
whether or not appeal is made to the board of directors, unless the
hearing officer hearing the case shall find that the student continues
to present an immediate and continuing danger to himself, other pupils,
teachers, school administrators or the educational process of the
school district.
The provisions governing notice and hearing of regular long-term suspensions or expulsions shall apply except:

1.

Written notice of the emergency expulsion shall be sent
by certified mail within 24 hours of the expulsion;

2.

The parents sl1all have ten school business days after receiving the notice during which to request a hearing; and

3.

The hearing o!ficer shall render the decision within one
school business day after the conclusion of the hearing.

Approved by the Board:
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Procedural Due Process Rights, continued
6540

Readmission Provisions - Expulsion/Suspension

Any pupil who has been expelled or suspended shall be permitted to
apply for readmittance to the district's schools prior to termination of the imposed sanction. The application shall be in writing
and sent to the principal of the school which the student would ordinarily attend. The principal may establish reasonable readmission
conditions which are related to the student's prior record of behavior.
If the application is denied, the student or parent may appeal to the
superintendent, whose decision shall be final.

Approved by the Board: _ _ _ _ _ _ _ _ _ _ __ _ _ __
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PROCEDURAL DUE PROCESS RI GHT S - EXP ULSION OR LONG-TERM SUSPENSION
The grievance procedure provided for in the Union Gap School District "Policy
Handbook''~ Section 6000; Sub-Section 6500 - Procedural Due Process Rights is taken from WAC 180-40-240. It should be noted that this procedure is used
only for student or parent complaints re garding disciplinary matters and shortterm suspensions. It is not used for long-term suspensions or expulsions. The
revised regualtions require that the employee who instituted the discipline be
riotified of the grievance within a reasonable time.
Short-term suspensions involve exclusions from school or school activities for
up to five consecutive calendar days. This period includes weekends. Thus
short-term suspensions frequently will be limited to three school days. Also
denial of attendance at school-sponsored extracurricular activities such as
athletic event and d ances comes within the definition of short- and long-term
suspens ions and expulsions. The same procedural rules apply for those forms
of punishment.
The due process procedures for long~term suspensions expulsions are similar to
the prior rules except:
1.

The notice should be sent in the predominant language of the family
if feasible;

2.

The notice must specify the consequences of failure to request a
hearing;

3.

The written decision of the hearing officer must be sent to the
student's legal counsel if there is one;

4.

The time periods for action are stated in terms of school business
days. That is a day that the superintendent's office is open even
though school buildings may not be in session. Thus, some actions
may have to be taken during periods when students and staff are on
vacation but when the superintendent's office is open.

Emergency expuJsions are provided for in WAC 180-40-295, WAC 180-40-300, and
It is to permit school authorities to exclude dangerous students prior to due process hearings. The criteria for such expulsions are
whether the student is a continuing and immediate danger to people or to the
program. The notice and hearing procedures are the same as for long-term suspensions or regular expulsions except as noted in the model policy.

WAC 180-40-305.

In the event the board of directors makes a decision regarding the discipline,
suspension, or expulsion of a student the following requirements must be met:
1.

Only those board members who have heard or read the evidence may
participate in the decision.

2.

Board members who have acted as a witness in the matter may not
participate in the decision.

3.

The decision must be made by majority vote at a board meeting when
a quorum is present.

Issue Sheet
Procedure Due Process Rights Expulsion· or Long-Term Suspension, continued
WAC 180-40-260 and WAC 180-40-275 require boards of directors to establish
written rules which would govern a suspended or expelled student's request
for readmission. The model policy 6540 provides a framework that appears
administratively efficient. However, districts have board latitude establishing such rules so long as they do not effectively deny students the
right to request readmission. Nothing in the state regulations requires
a student to be readmitted. Thus the burden is upon the student and parent
to show sufficiently changed circumstances that would warrant readmission.

SECTION

6600

POLICIES RELATING TO STUDENTS

6000

Student Welfare

6610

Child Abuse

Any school district employee who has reasonable cause to believe
that a child has had physical injury by other than accidental means
or has been physically neglected or sexaully abused shall report
such incident to the building principal. The principal shall consult the school nurse and shall make any referral to governmental
agencies.

Approved by the Board: - -- - -- - - - - - -- - - - -

6611

Administrative Procedure Reporting Child Abuse

An immediate oral report shall be made by telephone or otherwise to the proper law enforcement agency or the department
of social health services and shall be followed by a report in writing. Such reports shall contain the following
information, if known:
(1)

The name, address and age of the child;

(2)

The name and address of the child's parents, stepparents, guardians or other persons having custody
of the child;

(3)

The nature and extent of the child's injury or injuries;

(4)

The nature and extent of the child's physical neglect;

(5)

The nature and extent of the sexual abuse;

(6)

Any evidence of previous injuries, including their nature
and extent; and

(7)

Any other information which may be helpful in establishing the cause of the child's death, 1nJury or 1nJuries
and the identity of the perpetrator or perpetrators.

Approved by the Board:

-----------------

SECTION

6600

6000

POLICIES RELATING TO STUDENTS

Student Welfare, continued

6620

Student Safety

6621

Accidents

When a student is injured it is the responsibility of the teacher
or employee to see that immediate care and attention is given to
the injured party until relieved by a superior, a nurse or a doctor.
Word of the accident should be sent to the principal's office and/
or the nurse. The principal or designated personnel should immediately contact the parent so that the parent can arrange for care
or treatment of the injured.
In the event that parents cannot be reached and no instructions
from the parents are on file, and, in the judgment of the principal or person Jn charge, that immediate medical attention is required, the injured student may be taken directly to the nearest
hospital and treated by the physician on call. When the parents
are located they may then choose to continue the treatment or to
make other arrangements.
Following any accident, a written report must be completed by
the employee and presented to the building administration.

Approved by the Board:

6630'•

----- -----------Health Services

6631

Administering Medicines

It is the policy of the Board that whenever a health condition
requires that a student receive medication during the school
day, authorization shall be received from the child's parent
or legal guardian which will include written orders and instructions from the child's physician for administering such medication. The orders shall be current, obtained at least yearly,
and reviewed and updated whenever there is significant change
in the child's school activity program. Only medication in
containers appropriately labeled by a physician or pharmacist
will be acceptable by the school. Such medication must be kept
in a safe place secure from the possibility of inadvertent removal or theft.

SECTION

6000

POLICIES RELATING TO STUDENTS
6630

Health Services, continued

6631

Administering Medicines , continued

The school nurse must be apprised of all students receiving
medication under school personnel supervision.
Medication may not be administered to students without the approval
of the building principal.

Approved by the Board: _ _ __ _ _ _ _ _ __ _ _ __

SECTION

6700

6000

POLICIES RELATING TO STUDENTS

Student Activities

6710

Student Government

The Board of Directors encourage the formulation of and participation in associated student government. The associated student
body shall be a formal organization of students, including subcomponents such as clubs, formed pursuant to state law, regulations and administrative rules and regulations of this district.

Approved by the Board:

-----------------

SECTION
6800

6000

POLICIES RELATING TO STUDENTS

Solicitations and Gifts
Solicitations of or by Students

6810

Solicitations of or by students shall be conducted under the guidelines established by the board of directors and the State Board of
Education. Solicitations of funds from or by students shall be
prohibited unless specifically approved by the superintendent.

Approved by the Board:
6820

---------------Gifts to Staff by Students

No school employee shall encourage the giving of gifts to staff
members by students.

Approved by the Board:

----------------

6000

SECTION

6900

POLICIES RELATING TO STUDENTS

School Visitation Rights of Non-Students

In order to encourage the latter with a minimum of disruption of the educational program, th~ following conditions govern the visitation of non-students
in the schools of the District:
1.

All visitors to a school or classroom shall obtain the permission
of the principal or supervisor in charge;

2.

If the visit is to a classroom, the approval may be deferred by
the principal or supervisor until an appropriate time for the
visit can be arranged with the teacher;

3.

If the purpose of the classroom visitation is to observe learning
and teaching activities, the visitor may be required to confer
with the teacher before or after the observation to enhance understanding of the activities;

4.

The principal or supervisor may withhold approval if particular
events such as testing would be adversely affected by a _visit.
Similarly, if a visitor's presence becomes disruptive, the principal or supervisor may withdraw approval. In either case, the
principal or supervisor shall give reasons for the action;

5.

If a dispute arises regarding limitations upon or withholding of
approval for visits;
a.

The visitor shall first discuss the matter with the
building principal;

b.

If it is not satisfactorily resolved, the visitor may
request a meeting with the district superintendent.
The latter shall promptly meet with the visitor, investigate the dispute and render a written decision
which shall be final; subject only to the citizen's
right to raise an issue in open meeting at a regular
session of the Board of Directors. ·

Approved by the Board:

--------- ------- -

6000

SECTION

POLICIES RELATING TO STUDENTS

Maintenance of, Supervision of, and Access to Pupil Records

6999

The following statements reflect the policy of the Board of Directors of the
Union Gap School District relative to the keeping of student records and to
the giving of attitudinal or personality tests:
1.

2.

A permanent record file (cumulative record) shall be maintained for
each child in the Union Gap School District. It is recommended that
the student's cumulative record consist of the following objective
information:
(a)

Identifying information: name, age, sex, grade or year in
school (optional), address, phone number, birthdate, parent's
or guardian's name, pertinent emergency information which may
include parents or guardians, siblings, and/or other relatives
and friends.

(b)

Attandance records.

(c)

Academic transcripts and other records of student performance.

(d)

Health records: This data should be verified by the written
statement of parents or a health professional.

(e)

Co-curricular activities, awards and honors.

(f)

Test scores:
(1)
academic achievement tests
(2) interest inventories
(3)
standardized ability tests
(4) aptitude tests

(g)

Verified reports of serious or recurrent behavior patterns.
Reports of special placements or behavioral experiences. Data
shall be objective accounting of an individual's significant
behavioral performance. All such reports included in the student's cumulative record must be dated and signed by the person
making said report.

(h)

Relevant legal documents including, but not limited to signed
parent consent forms and request for record forms from outside
agencies.

Parents or legal guardians of students have the right to inspect and review
all material that is incorporated into each student's cumulative record
folder. Arrangements for such a review must be made in advance with the
building principal.

6000

SECTION
6999

POLICIES RELATING TO STUDENTS

Maintenance of, Supervision of, and Access to
Pupil Records, continued

3.

Supervision and maintenance of all pupil records shall be the responsibility of the building principal. Accordingly each principal shall be
r ·esponsible for periodically reviewing pupil records and determining
compliance with this policy. Any outdated information which no longer
serves a useful purpose shall be deleted during this review process.

4.

Parents shall have an opportunity for a hearing to challenge the content
of their child's school records to insure that the records are not inaccurate, misleading, or otherwise in violation of the privacy of other
rights of students and to provide an opportunity for the correction or
deletion of any such inaccurate, misleading, or otherwise inappropriate
data contained therein. Parents will be accorded due process in wishing
to challenge the content of the child's record. The superintendent of
schools or his designee shall serve as a hearing officer in cases where
content of student records has been challenged by the parent or legal
guardian. Content of records may be challenged on the grounds that information therein is allegedly:
(a)
(b)
(c)
(d)

inaccurate,
misleading,
in violation of the privacy of students, and/or
inappropriate

In no case shall the officer hearing a challenge be the individual who
placed the challenged data in the record.
5.

No written consent is required for release of individual records upon
request of other public or private schools in which a student intends
to enroll; however, notification must be sent to parent or guardian
that stated records have been sent.

6.

No other person, agency, or institution outside of the Union Gap School
District shall have access to pupil records except under the following
conditions:
(a)
(b)

(c)
(d)

7.

When the proper written consent has been obtained.
The written consent must specify the records to be released
and to whom they are to be released. Each request for consent
must be made separately. No blanket permission for the release
of information shall be allowed.
When compelled by law, such as judicial subpoena.
When ·data for outside research purposes are released in such a
form that no specific pupil is identifiable.

Whenever a student has attained the age of 18 years, the rights accorded
parents shall be accorded to and only be required of the student.

SECTION
6999

6000

POLICIES RELATING TO STUDENTS

Maintenance of, Supervision of, and Access to
Pupil Records, continued

8.

No written or oral test, questionnaire, survey, or examination shall be
used to elicit the personal beliefs or practices of a student or his
parents as to sexual or religious issues except with the prior written
consent of parent or guardian.

9.

No diagnositic, personality, or phychological test shall be administered
to any child in the Union Gap School District until a ~ritten consent to
such testing from the parent or guardian of the child concerned is on
file with the appropriate building principal.

Approved by the Board:

--------- - -- - - - - -

SECTION
71.00

POLICIES RELATING TO INSTRUCTION

7000

Goals and Philosophy

First and foremost, Union Gap School District plans to provide its students
with a quality education. While carrying out this primary goal we will
endeavor to develop within our students positive attitudes toward learning
and life and provide for them personal growth opportunities. We want to
work cooperatively with the family, church, and community to develop in
each student the knowledge, basic values and character required to be a
well adjusted person.
In order to accomplish these objectives the District
has adopted the following goals:
1.

We feel each student should obtain the following basic knowledge
and skills, with emphasis being placed on applying his/her knowledge in a creative way.
a.

An ability to communicate accurately in the English language
through speaking, writing, listening and reading, along with
a desire to expand these skills and use them to enrich their
lives.

b.

A capability of performing arithmetical computations normally
encountered in daily living and potential career fields.

c.

Understand the basis of political, economic and sociological
issues through training in subjects including, but not limited to:
(1)
(2)

2.

United States and World History
United States and World Political
Governmental and Economic Institutions

d.

An appreciation for the scientific principles which govern
our world and the role of science in our lives and the future
of mankind.

e.

Assistance in meeting personal goals through opportunities to
take elective courses in the arts, physical education, vocational skills and family life.

While providing this education we will endeavor to develop in each
student positive attitudes and a strong self-image by doing the
following:
a.

Helping each student identify and develop his/her individual
talants and abilities and provide him/her with opportunities
for success.

b.

Making each student aware of vocations and avocations where
his/her abilities can be utilized and instill in him/her the
desire to continue learning throughout his/her life time.

SECTION

7100

7000

POLICIES RELATING TO INSTRUCTION

Goals and Philosophy, continued
3.

While providing this education we will endeavor to offer growth
experiences for each student in the following learning area:
a.

Recognizing problems and how to solve them.

b.

Learning how to obtain, care for and wisely use money,
property, and other resources.

c.

Exercising the privileges and obligations of citizenship,
recognizing that a democratic society requires the participation of all to properly function.

d.

Relating to and appreciating people that are different and
recognizing the value and importance of basic human rights
being made available to all.

e.

Developing a personal value system that includes a sense of
integrity and morality.

Approved by the Board: - - - - - - - - - - - -- - - - -

SECTION

7200

7000

POLICIES RELATING TO INSTRUCTION

Program of Instruction

7210

Controversial Issues

The Board of Directors believes that controversial issues are a part
of the District's instructional program when directly related to subject matter in a given grade level or specific curricular field. Professional judgment must be made in determining the appropriateness
of the issue to the curriculum and the maturity of the students.
In the presentation of all controversial issues, every effort will be
made to effect the balance of biases, divergent points of view, and
opportunity for exploration by the students into all sides of the issue.
In discussing controversial issues, the teacher will encourage students
to express their own views, assuring that it be done in a manner that
gives due respect to one another's rights and opinions.
When discussing controversial issues, the teacher will respect positions other than his own.
Students will be encouraged, after class discussions and independent
inquiry, to reach their own conclusions regarding controversial issues.
Outside speakers should be used only where adequate materials are not
available through written and/or audio-visual publications or productions. Prior to scheduling any such guest speaker, approval of
the admi.nistration must be obtained. Such approval will be exercised
in a manner consistent with the principles of free inquiry and expression. Approval will be withheld when the Administration has reason to believe appearance of a guest speaker would be disruptive to
other individuals or the educational process of the institution.

Approved by the Board:

------------- - - - -

7220

Copyright Compliance Policy

The Board recognizes that the 1976 Federal Copyright Law, P.L. 94-553,
makes it illegal to duplicate copyright materials without authorization
of the holder of the copyright, except for certain exempt purposes.
The Board realizes that severe penalties are provided for unauthorized
copying and/or uses of audio, visual or printed materials, unless the
copying and/or use is within the conforms to be "fair use" doctrine.
The Board, therefore, informs all personnel that unauthorized reproduction and/or use of copyright materials is illegal and unethical.

SECTION

7000

POLICIES RELATING TO INSTRUCTION

7220

Copyright and Compliance Policy, continued

To assure compliance with the law and to protect staff members and the
Union Gap School District against legal redress for alleged violations
of the copyright law, the person making the reproductions and/or use
of such copied materials must ascertain that the action is within the
law.

Approved by the Board:

-----------------

7230

Field Trips and Excursions

Field trips designed to stimulate student interest and inquiry and
provide opportunities for social growth and development are considered
appropriate extensions of the classroom.
To the extent that they provide the most effective means for accomplishing general curriculum
objectives of the Union Gap School District, field trips may be requested by the building principal and submitted to the Board for approval. The superintendent is authorized to approve local trips-area encompassed between Ellensburg, Washington and Prosser, Washington.
For extended trips, overnight, and trips other than local,
requests will be submitted to the Board for prior approval.
To be educationally beneficial, a field trip requires thoughtful
selection, careful advance preparation of the class, and opportunities
for pupils to assimilate the experience during and at the conclusion
of the trip.
To this end, teachers and principals will be expected
to consider the following factors in selection of field trips:
1.

Value of the activity to the particular class group
or class groups;

2.

Relationship of the field trip activity to the particular
aspect of classroom instruction;

3.

Suitability of the activity and distance traveled in
terms of the age level;

4.

Mode and availability of transportation; and

5.

Cost

Approved by the Board:

------ -----------

SECTION

7300

7000

POLICIES RELATING TO INSTRUCTION

Instructional Material

7310

. Selection of Instructional Materials

Instructional materials in the Union Gap School District shall be
selected to insure the highest quality of materials to maintain
continuity in the instructional program, to provide effective basic
materials for all students, and to insure flexibility sufficient to
meet the needs of special individuals and groups in a changing society.
These instructional materials shall objectively present and build upon
concerns and contributions of both sexes and of various religious,
ethnic, and cultural groups.
Requests for instructional materials may originate with people both
within and outside of the school.
Impetus may come from student,
teachers, administrators, parents, businessmen, and other community
members. 1~1ile any individual may make a suggestion, the decision to
retain, delete, or add materials is made by a group of experienced
staff members, the majority of whom must be actively teaching in the
area in which the material is proposed for use.
The manner in which
a decision is made to select textual materials, supplementary, or reference books is outlined in this document.
Textual material is any
material, containing a presentation of the principles of a subject,
used as a basis of instruction or principle source of study; a copy
or set of which is expected to be available for the individual use
of each student enrolled in the subject. Although they usually are
in the form of books (either hardbound or paperback) they might in
some cases, be in the form of periodicals, newspapers, audio recordings in any form, films, filmstrips, slides, video tapes, workbooks,
an programmed material, whether printed or microform, and including
any computerized system of access and retrieval.
The students of the district shall have the right to face issues, how~
ever controversial, to have free access to information, to study under
educators in situations as free from prejudice as possible, and to form,
hold, and express their own opinions without jepardy of school relationships.
Educators shall recognize their responsibility to guide
discussions and class procedures with thoroughness and objectivity to
acquaint students with the need to recognize opposing viewpoints, the
importance of fact, the value of tentative judgment, and the virture
of respect for conflicting opinions.
The intent and purpose of the above is to protect the student and the
teacher and to implement the basic curriculum of the Union Gap Public
Schools by informing all teachers of regular procedures to be followed
if they wish to propose additions or deletions to the current instructional materials lists or changes in the materials allocation for various subjects and grade levels.

SECTION

7000

POLICIES RELATING TO INSTRUCTION

7310

Selection of Instru c tion Ma terials, continued

This policy is formulated in order that teachers, school administrators, the Board of Directors, and communjty members can maintain responsibility and/or accountability for what is t a ught in the classroom.
It is essential that each of these groups u derstands the privileges,
the responsibilities and the line s of authority in regard to the selection and use of curriculum and instructional materials, including
provision for innovation.
IT IS THE POLICY OF THE lJNION

GAP SCHOOL BOARD • .

• •

To provide free of charge to each pupil such textbooks as are necessary
to assure optimum classroom learning. Provided, however, that each
pupil shall be required to exercise reasonable care in the use of such
materials.
To select books which offer materials of high quality for use at all
grade levels and in all subject areas, to provide an effective basic
education for all students, and to insure flexibility sufficient for
meeting the special needs of individuals and groups. The method of
selection shall provide for an evaluation of all textbooks currently
available and for a program of classroom experimentation using those
books judged most likely to meet established criteria. Whenever those
books are to be adopted, there shall be an evaluation committee appointed which shall include classroom teachers.
The processes be developed for the consideration and approval of
supplementary books, reference books, library books, audio visual
materials, and free and sponsored materials. It is required that
these procedures be adhered to in the consideration and selection
of all materials of this nature.
To establish an Instructional Materials Committee whose function shall
be to make recommendations of instructional materials in accordance
with District policy. In particular, any process which leads to the
selection of basic textual materials should give assurance that:
Students' interests are protected; the materials are
intellectually sound. They avoid negative, limiting
ethnic and sex-role sterotyping, and they present
equality of the sexes and various ethnic groups through
positive images of children and adults.
Teacher's expressed needs are considered; curricular
· and pedagogical requirements are satisfied.
Community interests are safeguarded; local political,
social, moral and cultural environment is considered.

SECTION

7000

POLICIES RELATING TO INSTRUCTION

7310

Selec t ion of I n struc t i ona l Ma t erials, continued

The expenditure is economically sound; that is, it
represents a wise use of tax money. This concerns
such things as the frequency with which materials
are changed and the matter of competitive pricing.
Fair treatment is accorded all pertinent vendors.
All legal requirements are met. This refers to
having an established process which is administratively approved.
To provide to parents and guardians an opportunity to review, within
a reasonable time frame, those instructional materials which are being used in their children's courses of instruction.
To delegate responsibility for the preparation and recommendation of
teache rs' reading lists.
To provide an orderly process by which a complaint which challenges
the treatment of appropriateness of any text or instructional material may be appealed.
To provide opportunities for all children to acheive their maximum
intellectual growth and development.

Approved by the Board: ____________ _ _ _ __

7320

Instructional Mat e rials Committee

PURPOSE: The purpose of this district committee shall be to co-ordinate
the selection of instructional materials with appropriate school personnel and the community.
COMPOSITION:

1.

Rotatin g Positions (of the positions to change every year)
One certificated teacher from e a ch instruction level
(primary, intermediate, junior high). One principal.

2.

Perman ent Positions
Library media-specialist of the district.

Positions on the committee will be appointed by the superintendent.
MEETINGS: The regular meetings for the year shall be agreed upon by
the committee at the first fall meeting.
CHAIRMAN: A permanent chairman shall be elected by the committee,
every other year at the first meeting of the school year.
The chairman is responsible for calling regular or special meetings
of the committee, and shall preside at all the meetings.

SECTION

7000

POLICIES RELATING TO INSTRUCTION

7320

Instructional Materials Committee , continued

PARENTS: Parents of the district should be involved on the district
Instructional Materials Committee whenever feasible.
RESPONSIBILITY FOR SELECTION: While ultimate responsibility, as for
all activities, rests with the Board of Education, direct responsibility for selection and co-ordinating the selection of instructional
materials is delegated to the professional personnel employed by the
school system. All orders are thereby submitted to the principal or
his designated representative for approval, who in turn submits the
order to the superintendent.

Approved by the Board: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

7330

Selection Policy

The development of teachers' reading lists and the selection of textbooks, library books, and other instructional materials shall be guided
by the following:
The right of any individual to read is basic to a democratic
society, based on the principle that the educated free man
possesses the power of discrimination and is to be entrusted
with the determination of his own actions.
Teachers' reading lists, textbooks, library books, other books,
and other instructional material must be chosen with an awareness of the student, his reading ability, his mental and emotional maturity, and the values he may derive from the reading.
In selecting the materials, each one must also be considered
in the light of its aesthetic values, the appropriateness to
the curriculum, its readability in structure and contents, and
the contribution it may make to the development of each student.
Criteria for selection of Instructional Materials Endorsed by
The State Board of Education, December 6, 1974, will be used
as a guide in the selection of instructional materials.
These instructional materials shall objectively present concerns
and present different points of view upon the contribution of
both sexes and of various religious, ethnic, political and cultural groups.
Criteria for evaluation and selection of Instructional Materials:
NEED

The instructional materials are a valuable asset to
the existing collection.

AUTHOR

The writer is competent to write in this field.

Approved by the Board:

---- -------------

SECTION · 7000

7300

POLICIES RELATING TO INSTRUCTION

Instructional Material, continued

7 340

- Complaints

Complaints will be received using the format of Citizen's Request for
Reconsideration of Material.
Routine Procedure for Handling Community Complaints
Despite both the care taken to select valuable materials for student
use and reading and the qualifications of the librarians and faculty
who select the materials, an occasional objection to the selection may
be made.
In such circumstances, the complainant. is requested to file
his criticism with the school building principal which is to be directed to the Board of Education through the district superintendent.
All criticism must be presented in writing, utilizing the following
form.
(Citizen's Request for Reconsideration of Instructional
Materials.)
The statement must be signed and identification given which will
allow a proper reply.
Consideration of Complaint Procedures
The B6ard of Education delegates the school superintendent to appoint
the review committee, composed of three teachers and one librarian from
the school involved, one or more parents, and one administrator to reevaluate the materials being questioned and to make recommendations
concerning it.
1.

An administrator or librarian shall set aside questioned materials
and withhold from student use pending final decision of review
committee.

2.

The questioned materials should immediately be read and re-evaluated
by the review committee with the specific objections in mind.
The
report of this committee would be completed as rapidly as possible,
and in no case longer than seven days.
The committee recommendations shall be sent in writing to the complainant and to the Board
of Directors through the school district superintendent.

3.

This report may be appealed to the Board of Education, in which
case the President of the Board shall appoint an appeal committee
of five, consisting of two board members, one administrator, one
teacher and one librarian. The recommendation of this appeal
committee shall be submitted to the Board for final decision.

4.

The review of questioned materials should be treated objectively,
unemotionally and as an important routine action.
Every effort
should be made to meet with those p~rsons or groups questioning

SECTION

7000

POLICIES RELATING TO INSTRUCTION
7340

Complaints, continued

school materials to consider their objections; keeping in mind
the best interest of the students, the cooonunity, the school,
the curriculum, and to bring about a meeting of minds on the
questions under consideration.

Approved by the Board: _____________ __ _

7350

Weeding

Weeding is important, as well as selection. Weeding of worn and outdated materials is to be done periodically, especially during annual
inventory of the collection. Outdated or worn materials take up valuable space and detract from use. There is a specific procedure for
weeding. Audio/visual materials are to be examined critically for
auditory and visual quality and discarded when necessary.

Approved by the Board:

-----------------

7360

Surplus Materials

The superintendent or his designee is the person responsible for determining what school district supplies, materials and equipment are
surplus. The appropriate price and disposition to be determined by
the superintendent.
Instructional materials determined to be surplus must be advertised
in a paper of general distribution for at least one week on a minimum
bid basis. Following the bid opening, the instructional materials
will be sold to the highest bidder.
Should no bidders appear, instructional materials may be disposed of
at the superintendent's or his designee's discretion.

Approved by the Board:

-----------------

SECTION
7400

7000

POLICIES RELATING TO INSTRUCTION

District Service

7410

Guidance Program

A guidance program shall be incorporated into the curriculum to aid
students in making informed and responsible decisions and in utilizing
effective decision making processes. The guidance program shall provide for the participation of all those staff members and others who
can help students acquire the insights and knowledge they need to become autonomous, mature members of adult society in a democratic nation .
As suggested above, the primary purpose of the guidance program shall
be to assist students in learning to make their own decisions concerning life's many choices--personal, educational, and vocational.
Before
completion of high school, each student should reach the point of maturity where the student--within the usual limits of circumstances--is
to make virtually all decisions affecting his or her life.
The second major purpose of the guidance ·program shall be to provide
as fully as possible, the information needed to make the best decisions.
Such information shall include facts (test scores, vocational information, etc.) as well as estimates, judgments, opinions, and other advice.
Part of the decision-making skills students are helped to learn shall be
the solicitatj_on and search for data and advice from a variety of sources
as well as the evaluation and use of such information and suggestions.

Approved by the Board:

- - - - - - - - - - - -- -- - -

7420

Testing Programs

Testing programs developed and maintained in the Union Gap Schools
shall reflect the following purposes:
1.

To obtain a third-party, objective measure of each
student's achievement.

2.

To

3.

To assess the strengths and weaknesses of individual students and determine needs.

4.

To compare, generally, the standing of Union Gap Schools'
children with that of students in other regions of the
country.

5.

To analyze in a general way the effects of the instructional
program.

gauge

the individual student's gains from year to year.
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7420

Testing Programs, continued

To meet these purposes, the following types of testing programs shall
be employed:.
1.

Annual administration of standardized tests of acheivement to all children at selected grade levels--thus obtaining gross data relating to national and local norms.

2.

Individual testing by counselors of children referred for
special instruction and special services.

Testing programs shall
That teachers may take
by standardized tests,
interpretation and use

be subject to ongoing review and evaluation.
advantage of the evaluative clues provided
special assistance shall be offered in the
of test results.

Approved by the Board: _ _ _ _ _________ _ _ __

7430

Health Services

A school nurse and trained aides respond to the health needs of the
school children within the district. The kinds of services provided
are: Hearing and visual screening, home visitation, respond to referrals, consultation, work with community agencies, and guide and
implement health related programs for students and school personnel.

Approved by the Board: _________________

7440

Psychological Services

School psychologists are available to provide services to assist
school personnel and parents in diagnosing students who are having
special learning problems.
When a student is referred, he/she and the parents are interviewed.
A thorough study is made by the psychologist.
Individual testing
and observations of pupil are made to prepare the evaluation. Based
upon the findings of the study, recommendations are made to the appropriate school staff, parents and other authorized persons for
special programs or services for the student.

Approved by the Board:

-----------------
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Districts Service, continued

7450

Speech The r a py Se rvices

Communication Disorder Specialists provide speech therapy to students
and consultation to parent s and school personne l.
Students receiving these services are screene d to determine needs and
treatment.
In addition to speech the rapy and consultation, the Communication
Disorder Specialist is trained to do hearing and screening and provides this service to students K-9

Approved by the Board:

- ----------------

7460

Special Edu ca ti on

Recognizing that not all students learn alike and that some students
require specialized instruction, the Union Gap School District has
made provisions for students who qualify for these programs or services.
Students qualifying for these specialized pro grams or services wiil
benefit from classrooms with smaller pupil-teacher ratios, specialized
materials, supp].ies and equipment.
Students entering into the special education programs will be formally evaluated by qualified specialists from the Pupil Personnel
~ervices Department. State and Federal guidelines for processing
students · for special education will be closely adhered to; and
parents of children entering special education will play a major
role in preparing each child's educational program.

Approved by the Board:

- -- - - --------'---'-----
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Relations With Police Authorities

It is the policy of the schools to cooperate with law enforcement agencies
in the interest of the larger welfare of all citizens. At the same time,
schools have the responsibility to parents for the welfare of the students
while they are in the care of the school. To carry out this responsibility,
school officials should observe the following:
1.

A student in school may not be interrogated by an authority without
the knowledge of the school official. An attempt will be made to
notify the parents if the student is under 18 years of age.

2.

Any interrogation must be done in private with an official school
representative present.

3.

A student may not be released into the custody of persons other
than parent or legal guardian, unless placed under arrest by
legal authority.

4.

If a student is removed from the school by legal authority,
parents should be notified of this action by .school officials
as soon as possible.

Approved by the Board:

-----------------
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Bus Transportation

The school district will make every effort to provide transportation for
participants in school activities of a cocurricular nature.
This effort
will be determined each school year and will be dependent upon district
funds available for such purpose.
Building principals will be required
to manage all such activities so as to keep their frequency and the time
involved reasonable and that such activities be an outgrowth of the school
day curriculum.
Prior approval for use of school bus transportation for
such activities must be granted by the superintendent or his designee.
All such transportation must be in district owned school buses.
Transportation for participants in extra curricular school activities will
be provided as funds are avialable to do so. · In case of a shortage or
loss of special levy funds, the above cocurricular activities will take
precedence over activities of an extra curricular nature.
The building
principal will be required to manage all such trips so as to maintain con~rol relative to reasonableness and frequency of such trips and the
time taken for such trips.
Educational experiences of these kinds will be
confined, generally, to the Cetitral Washington area. Participation in all
secondary school activities will meet the requirements of the W.I.A.A. pertaining to travel in these instances.
All transportation will be approved
by the superintendent or his designee in Union Gap School District owned
school buses.
Parents and patrons may not ride buses except in emergency or unusual
circumstances and then permission shall be secured from the superintendent of schools or the principal of one of the schools if at all possible .
The driver of the bus must hold a valid bus driver's certificate and in
-most cases should be one of the regular drivers.
Provided further that
when buses are used to transport students to places outside the district,
the students must have a teacher in charge of them who should not drive
the bus.
Bus routes and bus stops shall be determined by the superintendent of
schools and his transportation supervisor, subject to the approval of
the transportation commission.
The "Rules for Students Riding School Buses" and "Rules for School Bus
Drivers" as prepared by the State Superintendent of Public Instruction,
with the advice of the Directors of Highways and the Chief of the Washington State Patrol are hereby adopted as the rules for Union Gap School
District No. 2 and made a part of these policies.

Approved by the Board:

- - - - -- - -- ----- - - -

SECTION
8200

8000

MISCELLANEOUS PROVISIONS

Bus Transportation

8210

District Transportation Driver Rules and Regulations

1.

District transportation vehicle drivers shall be familar with
and adhere to WAC Chapters 392-145-020 and 392-145-030 as now
or hereafter amended.

2.

Drivers shall be familar with and adhere to student due process rights as outlined in district policy. (WAC 180-40)

3.

Drivers shall see to it that students are provided with a
safe seating space of sufficient size to accommodate each
student.
(WAC 392-145-010)

4.

Heavy, sharp, bulky and/or other articles which may be hazardous in the event of an accident or emergency stop shall
not be transported in the passenger area of any school vehicle. The driver shall make the determination as to whether
or not arcitles are hazardous, giving specific attention to
items such as skis, ski poles, vaulting poles, musical instruments, riser platforms, etc. Items which shall not be
transported within the passenger area of any school vehicle
also include all forms of flammables and all other articles
which could adversely affect the safety of the vehicle and
passengers. (WAC 392-145-105 and 392-145-035)

5.

Drivers shall not allow motor fuel to be put into the vehicle's
tank while the engine is running or while passengers a_re on the
bus.
(WAC 392-145-015)

6.

All school buses shall operate with their headlights on when
carrying passengers. (WAC 392-145-015)

7.

Drivers shall not order students to leave the bus other than at
the student's boarding or alighting place and students may be
allowed to so depart the bus only with the proper written authorization from the superintendent. Such authorization shall be on
an official form provided by the superintendent and signed by
the superintendent or his designee.
(WAC 392-145-015)

8.

All school bus drivers shall meet the qualifications established
in WAC 180-20 as now or hereafter amended.

The model policy authorizes vehicle drivers to " ... take reasonable
action, not including corporal punishment, to assure the safe transportation of pupils.'' The Board is given the power to grant such
authority to drivers under WAC 180-40-080 which states that" ...
pupils shall submit to the reasonable discipline of school authorities designated by the local school district board of directors."

Approved by the Board:

-----------------

SECTION
8300

8000

MISCELLANEOUS PROVISIONS

Fire Drills
8310

Erequency

A fire drill shall be held at each building at least once each
month in accordance with state law.

Approved by the Board: ________________

8320

Method

Order rather than speed shall be stressed in fire drills. Definite
instructions shall be furnished teachers and pupils by the building
principal as to the route and manner of exit during fire drills.
Fire drills shall be held without warning except during the time of
actual instruction.

Approved by the Board:

---------- ------

SECTION
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Protection and Care of School Property

It is the duty of each school employee to safeguard and protect the
properties of the school district. Care shall be taken to see that
windows and doors are properly secured before leaving the school
building at the close of the day. Children shall be instructed in
regard to the proper use of textbooks and supplies and respect in
regard to public property.

Approved by the Board:

- - - - -- - - -- - -----
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.

Playground Supervision

It shall be the responsibility of each building principal to assure that
the playground is supervised by assigned adult personnel at all times
during the school day.

Approved by the Board:

- --------------
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SECTION
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Student Book Stores

The Union Gap School District believes that in order to serve the needs of
youngsters attending the Union Gap Schools, permission should be granted
to maintain and operate student book stores within the school of the district. The operation of a book store will be at the discretion of the
building principal and the superintendent of schools. Periodic accounting of the operation will be made by directive of the superintendent of
schools. The district places the following conditions on the operation
of said book stores:
1.

Student book stores are not to be -considered in competition with
local businesses that stock school supplies.

2.

Student book stores will limit their stock to items that are
essential to the academic program of the school, i.e. workbooks,
mechanical drawing kits, athletic supplies, etc.

3.

Sale of general paper and pencil supply items should be limited
to emergency sales only. Bulk purchases should be referred to
local businesses.

4.

Prior to the beginning of each school year, supply lists by grade,
subject, or buildings should be made available to local businesses
to assure the proper purchasing by parents and students.

5.

At no time will novelty items to serve as gifts be sold by the
school book stores.

Approved by the Board:

-----------------
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Extra Curricular Activities

All extra curricular activities will be the responsibility of the building principal and ~ill be according to the policy adopted by the superintendent of schools.
All extra curricular activities occuring at night during the school week
shall be held to a minimum unless otherwise approved by the superintendent
of schools.

All athletic programs will be subject to the rules and regulations of
the Washington State Activities Association and such · policies adopted
by the Board of Directors.
All principals will be required to make out an activity calendar listing
all events for the current month and such calendar will be sent to the
superintendent's office.

Approved by the Board: _ _ _ _ _ _ _ _ _ __ __ _ __
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Free and Reduced Price Lunches

The Union Gap School District will participate in the Federal Hot Lunch
Program and shal.l provide all eligible children in accordance with prescribed rules and regulations of said programs the opportunity to receive
free ~r reduced price lunches. The administration of the school lunch
program will be responsible for the adoption of rules and regulations for
the operation of those programs in accordance with the following provisions:
Eligibility for participation in this program will be in accordance
with federal and state standards of income level and all other criteria for determining eligibility set by them.
Parents will be asked to sign prepared statements attesting to
their eligibility on a monthly basis.
Whenever possible, parents will be expected to purchase a month's
supply of tickets in advance.
Tickets used for this program shall be of the same type and color
as the regular tickets used in the regular program and should be
identifiable only by the predetermined letter code known only to the
people directly involved in the administration of the hot lunch program.
Prices set for this program shall be in accordance with the state
and federal standards and any change to them shall be reported to
the Board and the general public prior to the change.
Parents shall have the right to appeal an administrative decision
regarding this program to an appeal board consisting of the superintendent of schools, the supervisor of food services and the president of the board of directors of the district.
Verified abuse of any rule or regulation for this program or its
general intent shall be justifiable reason for revoking the one's
privilege of participation.

Approved by the Board:
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